NV°TA   ZlTfi-U'  W/11' 


Commonwealth  of  Massachusetts 

Office  of  the  Comptroller 


TABLE  OF  CONTENTS 


SECTION  1: 
SECTION  2: 
SECTION  3: 
SECTION  4: 
SECTION  5: 
SECTION  6: 
SECTION  7: 


Closing/Opening  Highlights 


Appropriation  and  Account  Management 8 

Encumbrance  Management 10 

Disbursement  Management 14 

Payroll  Management 17 

Revenue  (Cash  and  Receivables) 24 

GAAP 29 


APPENDIX  A: 
APPENDIX  B: 

APPENDIX  C: 
APPENDIX  D: 
APPENDIX  E: 
APPENDIX  F: 
APPENDIX  G: 
APPENDIX  H: 
APPENDIX  I: 


CLOSING/OPENING  Checklist 

List  of  Resource  and  Assistance  Persons  in  the 
Office  of  the  Comptroller  (727-5000) 

Table  Change  Request  Form 

Comptroller's  Mailing  List  Update  Form 

Transmittal  Form 

Advance  Justification  Form 

Request  for  Approval  of  OPENORDER  Vendor  Code 

DPGS  Memorandum  94-10 

PCRS  Rules  Form 


£^    Recycled  Paper 


Publication  No.  17546  -  66  -  800  -  4/94  - 1.77  -  C.R.. 
Approved  by:  Philmore  Anderson  III,  State  Purchasing  Agent 


SECTION  1:  HIGHLIGHTS 


This  year  marks  the  eighth  closing  and  ninth  opening  of  Massachusetts  Management  Accounting  and  Reporting 
System  (MMARS).  For  ease  of  use  and  organizational  purposes,  the  Office  of  the  Comptroller  (CTR)  is 
publishing  instructions  to  highlight  the  most  important  aspects  of  closing  and  opening,  and  also  to  reference 
pertinent  MMARS  MEMOS  and  Administrative  Bulletins.  Readers  should  also  refer  to  Appendix  A,  the 
CLOSING/OPENING  checklist  which  lists  important  dates  and  deadlines.  Detailed  memorandums  will  be 
published  as  necessary  to  cover  special  topics  and  any  changes  or  updates  to  the  procedures  contained  in  these 
instructions. 

Some  items  for  special  attention  include  Phase  2  of  the  Payroll  Cost  Reporting  System  (PCRS),  Billing  and 
Accounts  Receivable  Subsystem  (BARS),  Re-engineering  MMARS  (ReMMARS),  and  the  various  projects 
funded  by  the  Information  Technology  capital  outlay. 


-CLOSING 


JUNE  30TH  CUT  OFF  FOR  PAYABLES  AND  REVENUES  RECOGNITION 


The  watershed  date  for  differentiating  payables  and  revenue  pertaining  to  FY94  versus  FY95  is  Thursday,  June 
30,  1994. 

Prior  to  the  close  of  FY94,  the  initial  phase  of  the  Cash  Management/Central  Remit  (CMCR)  sub-project  of 
MMARS  will  be  implemented  and  departments  will  no  longer  be  using  CRs  to  match  cash  deposits  with  the 
Office  of  the  State  Treasurer  (TRE)  and  revenue  accounting  on  MMARS.  By  June  30,  1994,  all  departments  will 
be  utilizing  CT  (Cash  Transfer)  and  CD  (Cash  Deposit)  documents. 

For  the  FY94  revenue  cut-off,  cash  must  be  received  at  the  respective  department  location  by  Thursday,  June  30, 
1994.  All  deposits  must  be  received  either  at  the  bank  or  at  TRE  window  by  12:00  on  July  1,  1994  in  order  to 
be  credited  to  FY94.  Cash  Transfers  (CT)  to  fully  allocate  clearing  account  activity  for  the  balance  of  FY94 
should  be  entered  by  July  1, 1994.  These  CTs  will  process  nightly,  as  TRE  finalizes  the  posting  of  FY94  receipts 
to  MMARS. 

For  payables,  goods  and/or  services  must  be  received  in  the  respective  department  locations  not  later  than  June 
30,1994  to  be  charged  to  FY94.  If  a  product  acceptance  period  is  required  it  must  conclude  prior  to  August  31, 
1994.  There  must  also  be  a  sufficient  encumbrance  for  such  goods  and/or  services;  the  actual  vendor  invoice  and 
the  payment  to  the  vendor  may  take  place  at  any  time  after  the  two  prior  steps,  but  before  August  31,1 994.  The 
deadline  for  encumbrances  and  receipt  of  goods  and/or  services  by  June  30,  1994  is  firm. 


AUDIT  VERIFICATION  OF  YEAR-END  CLOSING  ACTIVITIES 


CTR,  with  assistance  from  the  Office  of  the  State  Auditor  (SAO),  Department  of  Revenue's  (DOR)  Internal  Audit 
Unit  and  the  independent  audit  firm  hired  to  perform  the  State  Single  Audit,  will  again  be  working  with 
departments  to  ensure  proper  year-end  cutoffs  for  cash,  revenue,  encumbrance  and  advance  management;  also 
confirmation  of  receipt  of  goods  and/or  services  by  June  30,  1994. 
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CTR  STATEWIDE  ACCOUNTS 


CTR  manages  three  accounts  on  behalf  of  all  departments.  If  departments  use  these  accounts,  it  is  important  to 
forward  documentation  to  CTR  by  June  1, 1994.  For  FY95,  departments  should  be  assessing  their  potential  need 
of  these  accounts.  These  accounts  are: 

Prior  Year  Deficiencies; 

Court  Judgments  and  Settlements; 

Expiring  Capital  Encumbrances; 

Instructions  for  each  of  these  accounts  have  been  sent  to  all  departments.  If  your  department  needs  copies  of 
instructions  or  has  an  issue  that  may  involve  one  of  these  accounts,  please  contact  Deb  Chalmers  of  CTR  at  (ext. 
258). 


-OPENING- 


FY95  INTERIM  BUDGET 


( 


If  an  interim  budget  is  required  and  approved  by  the  legislature  and  the  governor,  CTR  will  assist  departments 
to  issue  affected  payments.  Traditionally,  these  include  employee/contractor  payrolls  and  limited  entitlement  and 
human  service  programs.  Please  watch  MMARS  NEWS  for  updates  for  an  FY95  Interim  Budget. 


ReMMARS 


The  primary  purpose  of  the  ReMMARS  project  is  to  reassess  and  improve  the  manner  in  which  the 
Commonwealth  manages  and  controls  the  disbursement  of  funds.  This  effort  will  also  enhance  related  fiscal 
activity  such  as:  purchasing,  contracting,  budgeting,  and  cash  processing.  To  reach  these  goals  the  initiative  has 
been  organized  into  two  projects,  ReMMARS  and  MMARSTech. 

ReMMARS  functionality  that  will  be  available  to  all  departments  during  FY95: 

Expanded  remittance  advice  for  payments 

Electronic  data  interchange  with  the  office  supply  vendor 

Daily  disbursements  for  Ready  Payments  in  July,  1994  and  others  throughout  the  year 

Increased  use  of  electronic  payments  (EFT) 

Functionality  that  will  be  available  to  pilot  departments  before  FY95: 

Daily  disbursements 

Electronic  Benefits  Transfers  (EBT) 

Eventually  all  payments  will  be  processed  through  MMARS,  thus  eliminating  the  need  for  program  advances. 


( 


MMARSTech 

The  purpose  of  the  MMARS  Technical  (MMARSTech)  project  is  to  review,  update,  and  improve  the  overall 
technical  system  architecture  for  MMARS  and  other  applications  as  well  as  to  introduce  an  advanced  system 
architecture  and  framework  which  will  carry  the  Commonwealth  through  the  turn  of  the  century.  In  addition, 
MMARSTech  deals  with  the  all  important  development  of  a  basic  set  of  system  standards  which  can  be  used  as 
guidelines  for  all  related  systems  development.  This  approach  ensures  that  the  MMARS  enhancements,  as  well 
as  related  application  development  projects,  will  follow  a  consistent  system  development  framework  as  each  of 
the  business  application  areas  are  addressed. 

Specific  areas  to  be  addressed  as  part  of  the  MMARSTech  analysis  include: 

FY94 

Upgrades  to  current  MMARS  Core  System  Software; 

Development  of  updated  standards  for  CTR/OMIS  development  projects 
which  are  in  compliance  with  the  Governor's  Advisory  Council  on  Information 
Technology  (GACIT); 

Introduction  of  PC-based  development  techniques  and  tools  to  increase  the 
productivity  of  the  application  development  process; 


FY95 


Introduction  of  Graphical  User  Interface  (GUI)  technology  to  MMARS; 

Improvements  to  data  access  at  the  central  and  departmental  levels  through  the  installation  of 
enhanced  decision  support  and  executive  information  tools  through  an  information  warehouse. 

Evaluation  of  information  kiosk  technology  for  improved  employee  and  public  access  to  public 
data  including  the  use  of  fee-for-service  models  as  a  source  of  additional  revenue; 


POST  FY95 


Image  enabling  key  Commonwealth  applications  to  reduce  paper  usage  and  to  streamline 
and/or  re-engineer  paper  intensive  operations  including  both  scan  technology  (such  as: 
barcodes)  to  streamline  data  entry  operations  as  well  as  full  fledged  image  processing  and 
storage  systems; 

Initiating  one  or  more  client/server  transaction  processing  applications  to  develop  in-house 
skills  as  well  as  to  thoroughly  evaluate  the  viability  of  the  application  toolsets  for  use  in 
full  scale  development  when  two-phase  commit  technology  is  available; 

Putting  into  place  an  overall  Commonwealth  technology  strategy  which  will  allow  for  the 
migration  to  object  oriented  language  and  tools  as  they  become  available. 


BILLING  AND  ACCOUNTS  RECEIVABLE  SUBSYSTEM  (BARS) 

An  important  phase  of  the  Cash  Management/Central  Remit  (CMCR)/CASH  TAPE  project  was  successfully 
implemented  in  MMARS  during  the  second  half  of  FY94.  FY95  will  be  the  first  full  year  in  which  departments 
will  be  using  CDs  (Cash  Deposit)  and  /or  CTs  (Cash  Transfer)  instead  of  CRs  for  processing  revenue  activity 
in  MMARS. 

The  objective  of  this  and  other  phases  of  the  project,  undertaken  by  TRE  and  CTR,  is  to  improve  cash 
management  practices  and  revenue  processing  for  the  Commonwealth.  Use  of  improved  technologies,  such  as: 
scanning,  sweep  accounts,  lockboxes  and  credit  cards  will  permit  the  electronic  transfer  of  information  which 
currently  is  manually  recorded  on  TRE's  Cash  Management  System  (CMS)  and  the  Commonwealth's  accounting 
system  (MMARS).  Streamlining  of  TRE's  role  in  posting  revenues  has  resulted  in  the  redesign  of  MMARS 
revenue  transactions,  the  CD/CT,  that  have  eliminated  redundant  data  entry  requirements  at  the  department  level 
and  TRE. 

BARS  development  efforts  during  the  balance  of  FY94  and  early  FY95  include  an  automated  intercept  function, 
additional  distribution  capabilities,  further  enhancements  to  the  Interdepartmental  Billing  process  and  the  use  of 
credit  cards  for  payment  processing. 


PAYROLL  COST  REPORTING  SYSTEM  (PCRS) 

Phase  2  will  be  implemented  in  FY95  and  provides  department  defined  labor  distribution  to  allow  department 
cost  accounting  and  enhances  Phase  1  statutory  compliance.  Implementation  for  PMIS  is  planned  for  June,  1994. 
Implementation  for  CAPS  and  HRMIS  is  planned  for  the  fall  of  1994. 

PCRS  impacts  all  Commonwealth  departments.  Departments  will  have  the  opportunity  to  choose  the  level  of 
involvement  that  meets  their  needs  for  labor  distribution  purposes.  Regardless  of  participation  in  distribution 
of  labor  costs,  at  a  rninimum  all  departments  will  have  the  following  impacts: 

Change  to  logon;  logon  through  PCRS 

Routine  labor  distribution  work  schedules  (defaults)  and  exceptions  to  routines  for  all  state  employees 

All  adjustments  for  payroll  expenditures  must  be  processed  through  PCRS;  there  will  be  six  new 
transactions 

The  PCRS  labor  history  file  will  contain  more  than  70  data  elements.  Data  will  be  available  to  departments  in 
the  new  Information  Warehouse.  In  order  for  labor  history  to  be  accessed,  departments  must: 

Have  the  proper  user  workstation 

Have  connection  to  the  warehouse  via  the  Wide  Area  Network  (WAN) 

Have  the  access  tool. 
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MSA  PHASE  II 

The  MSA  Master  Service  Agreement  Vendor  Rate  Table  (MSVR)  is  being  enhanced  for  FY95,  to  include  a  low 
and  high  range  in  the  rate  section.  This  will  mean  that  "variable"  as  a  rate  will  not  be  necessary.  A  MMARS 
MEMO  will  be  issued  with  further  information. 


CASH  MANAGEMENT  IMPROVEMENT  ACT  OF  1990 


CMIA  is  approaching  its  second  year  of  full  implementation.  CMIA  is  designed  to  ensure  efficiency, 
effectiveness,  and  equity  in  the  transfer  of  funds  between  the  governments.  During  the  first  year,  coverage  was 
limited  to  major  federal  programs.  Beginning  in  FY95,  CMIA  will  apply  to  all  programs  listed  in  the  Catalog 
of  Federal  Domestic  Assistance.  The  goal  is  to  implement  the  central  draw  for  the  balance  of  federal  grants  prior 
to  June  30,  1994. 


HUMAN  RESOURCE/COMPENSATION  MANAGEMENT  SYSTEM  (HR/CMS) 


Under  the  leadership  of  the  Department  of  Personnel  Administration  (DP  A),  CTR,  Group  Insurance  Commission 
(GIC),  and  Office  of  Management  Information  Systems  (MIS)  have  been  working  on  the  procurement  of  what 
will  be  known  as  the  Human  Resource/Compensation  Management  System.  The  new  system  will  replace  what 
is  currently  known  as  CAPS  and  PMIS  for  payroll  and  personnel  systems,  as  well  as  MAGIC  for  benefits 
administration.  The  system  is  scheduled  to  begin  roll  out  in  the  summer  of  1995. 


INTERDEPARTMENTAL  FISCAL  BUSINESS 


Interdepartmental  Chargebacks  (IE)  (IV) 

The  Intergovernmental  Encumbrance  transaction  has  been  enhanced  to  reduce  paper  and  streamline  the 
Interdepartmental  Chargeback  billing  process  while  at  the  same  time  creating  significant  accounting  controls. 
In  an  effort  to  totally  automate  the  system,  the  PEND5  approval  requirement  will  be  removed  from  the  IE 
transaction  as  of  May  9,1994.  Departments  will  be  responsible  for  maintaining  adequate  audit  documentation 
and  closer  IE  suspense  file  management. 

Interdepartmental  Service  Agreements  (ISA) 

Interdepartmental  Service  Agreements  are  joint  venture  contracts  and  federal  subgrants  between  departments  of 
the  Commonwealth  which  are  entered  into  on  state  fiscal  year  basis.  Annually,  a  Buyer  department  (provider  of 
funds)  and  a  Seller  department  (provider  of  services/goods)  are  required  to  submit  a  two-page  "Interdepartmental 
Service  Agreement  Authorization  Form"  containing  account,  budget  and  scope  of  services  and  proper  backup 
documentation.  Once  House  1  is  loaded  on  MMARS,  departments  may  start  processing  FY95  ISA/Allocation 
Accounts  and  submit  the  proper  documents  to  CTRs  Procurement  Unit  for  approval.  Additional  information  on 
the  completion  of  IS  As  is  contained  in  MMARS  MEMOS  #200  and  #200A. 


EXPENDITURE  CLASSIFICATION  HANDBOOK 


The  entire  Expenditure  Classification  Handbook  will  not  be  re-issued  for  FY95.  Rather,  selected  updated  pages 
will  be  issued  for  departments'  use.  Please  replace  FY94  pages  with  FY95  pages  in  all  Handbooks  in  your 
department. 

AF-29  PROCESS 


CTR  and  the  Department  of  Procurement  and  General  Services  are  working  on  streamlining  the  AF-29  process. 
Please  watch  for  MMARS  MEMOS  and  NEWS  for  updates. 


STATE  FINANCE  LAW 


Most  fiscal  activities  performed  by  departments  are  governed  by  the  Massachusetts'  Constitution  and  provisions 
of  the  Massachusetts  General  Laws,  specifically  Chapter  29,  state  finance  law,  and  Chapter  7A.  Business 
relationships  and  financial  transactions  must  be  documented  (contracts  or  other  mandated  minimum 
requirements)  and  absent  specific  legislative  authorization  to  the  contrary,  all  accounts,  funds,  payments  and 
revenues  must  be  processed  through  MMARS. 

Departments  are  reminded  that  they  are  required  to  operate  within  appropriated  levels.  Transfer  of  expenditures 
or  funds  between  accounts  must  be  specifically  authorized  in  state  finance  law  or  the  GAA  or  other  legislative 
act.  Chapter  7A,  Section  3  prohibits  expenditure  transfer  between  accounts  if  the  account  ultimately  to  be 
charged  had  insufficient  funds  to  support  the  expenditure  at  the  time  it  was  incurred-unless  prior  notification  is 
sent  to  House  and  Senate  Ways  and  Means  Committees. 


INTERNAL  CONTROLS 


Along  with  the  above  mentioned  state  finance  laws,  departments  must  also  conduct  their  financial  business  within 
the  framework  of  promulgated  regulations  and  policies,  issued  on  both  a  statewide  and  a  departmental  basis. 
Departments  need  to  ensure  that  their  transactions  are  processed  in  accordance  with  the  internal  controls  that  were 
designed  to  aid  in  complying  with  these  laws,  rules,  and  regulations.  It  is  management's  responsibility  to  verify 
that  "closing  and  opening"  transactions  are  accorded  the  same  compliance  treatment  that  applies  at  all  other  times 
for  the  fiscal  year.  For  more  information  on  Internal  Controls  please  refer  to  the  Internal  Control  Guide  issued 
by  CTR  and  Chapter  647  of  the  Acts  of  1989. 


RENEWAL  OF  SIGNATURE  AUTHORIZATIONS 


Obligations,  payments,  payrolls  and  other  financial  transactions  made  on  behalf  of  the  Commonwealth  must  be 
properly  authorized.  The  department  head  is  personally  charged  by  law  with  the  responsibility  for  the  use  of  these 
funds  regardless  of  whether  (s)he  actually  signs  the  encumbrance  or  expenditure  documents.  Annually, 
department  heads  must  file  delegation  of  this  authority.  This  process  must  be  completed  prior  to  FY95 
transactions.  Please  see  MMARS  MEMO  #168B  for  instructions  and  forms. 


MAILING  LIST  UPDATES 


It  is  crucial  that  CTR  be  made  aware  of  any  changes  in  the  department's  key  contacts  (e.g.,  MMARS  Liaison). 
The  vehicle  for  these  updates  is  the  CTR's  Mailing  List  Update  (Appendix  D). 


ON-LINE  UPDATE 


To  help  ensure  that  transactions  are  posted  to  the  correct  fiscal  year  while  two  fiscal  years  are  open  and  to 
minimize  the  need  for  PEND5  control  on  transactions,  CTR  will  suspend  departments  use  of  on-line  update  of 
all  transactions  from  July  8,  1994  through  July  29,  1994.  During  this  time  departments  will  no  longer  be  able 
to  update  with  a  "W".  Documents  will  process  in  the  overnight  cycle  if  scheduled.  On-line  update  will  be 
available  to  departments  again  on  August  1,  1994. 


SECTION  2:  APPROPRIATION  AND  ACCOUNT  MANAGEMENT 


This  section  highlights  management  of  accounts  through  both  the  closing  and  opening  processes.  You  will 
find  detailed  information  regarding  appropriations,  balances  forward,  and  encumbering  issues. 


-  CLOSING - 


APPROPRIATION  AND  ACCOUNT  MANAGEMENT 


Account  management  should  be  a  primary  concern  when  scheduling  transactions  relevant  to  the  closing.  It 
is  the  responsibility  of  the  departments  to  coordinate  the  Secretariat  and  Budget  Bureau  approval  for  the 
prerequisite  transactions;  for  example,  intersubsidiary  transfers  and  reserve  account  transfers.  Departments 
are  also  urged  to  resolve  any  issues  on  financial  plans,  so  as  not  to  delay  subsequent  accounting  transactions 
necessary  to  the  closing. 


BALANCES  FORWARD  (BF) 


The  first  automated  BF  transaction,  for  appropriation  account  types  02,  03,  and  04  will  be  generated  after  final 
FY94  payroll  and  fringe  are  processed.  This  is  scheduled  to  occur  in  early  July  1994.  Thereafter,  BFs  for 
these  appropriation  account  types  will  process  nightly. 

BFs  will  not  occur  in  appropriation  account  type  01  and  account  type  02  where  the  original  authorization  has 
expired  unless  authorized  in  legislation  and  only  in  amounts  allowed  by  that  legislation.  Appropriation 
account  type  01  BFs  will  be  processed  manually  upon  enactment  of  the  GAA  or  any  legislation  providing  BF 
authorization. 


FEDERAL  GRANTS 


The  Commonwealth's  agreement  with  the  Federal  Treasury,  implementing  CMIA  prohibits  the  Commonwealth 
from  having  positive  cash  balances  in  Federal  Accounts.  CTR  will  review  the  status  of  Federal  Grants  during 
May  and  June.  Accounts  with  large  cash  balances,  or  little  or  no  activity  in  FY94,  will  be  removed  from  the 
automatic  balance  forward  program  and  departments  will  be  contacted  for  a  plan  to  resolve  this  problem. 


IRREGULAR  BALANCES 


All  negative  balances  MUST  be  resolved  by  June  30,  1994.  Please  contact  one  of  the  following  people,  at 
CTR,  if  you  have  a  negative/irregular  balance:  type  01  accounts  -  Michael  Weld,  type  02  accounts  -  Eric  | 

Dickstein,  type  03  and  04  accounts  -  Jeanine  Barry  or  Robert  McDonald. 
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OPENING 


FY94  TRANSITION  &  CHART  OF  ACCOUNT  ISSUES 

On  Monday,  May  2, 1994  reference  and  financial  tables  will  roll  into  FY95  tables.  Departments  should  review 
their  Chart  of  Accounts  (organization  codes)  and  optional  features  (expense  budgets,  sub-organization  codes, 
program  codes  etc.)  to  determine  if  the  current  structure  is  meeting  the  department's  needs.  For  program  codes 
affecting  purchase-of-service  (MM  subsidiary)  contracts,  departments  should  also  notify  the  Division  of  Purchase 
Services  within  Department  of  Procurement  and  General  Services  (PGS).  Departments  have  the  opportunity  to 
modify  department  defined  tables  (ORGN,  SORG,  etc.)  or  request  modification  to  tables  such  as  FDEP  after  the 
tables  have  been  rolled. 

OPENING  FOR  BUSINESS 


House  1  will  be  fully  loaded  on  MMARS  by  Monday,  May  9,  1994.  At  that  time,  departments  should: 

-  Begin  processing  encumbrances  and  pre-encumbrances; 

-  Verify  that  employee  and  contractor  payroll  accounts  appear  in  both  MMARS  and  the  payroll  systems. 

FEDERAL  GRANTS 


Departments  are  reminded  to  submit  proper  documentation  to  CTR  for  all  continuing  federal  grants.  While  the 
opening  of  FY95  is  the  final  quarter  of  the  federal  fiscal  year,  departments  will  begin  receiving  federal  award 
letters  in  late  summer  and  early  fall.  Award  letters  for  Federal  FY95  should  be  forwarded  to  the  CTR's 
Accounting  Bureau  and  clearly  marked  with  the  department  name,  CFDA  #,  and  appropriation.  Refer  to 
MMARS  MEMO  #79  for  more  information.  For  FY95  all  programs  listed  in  the  Catalog  of  Federal  Domestic 
Assistance  will  be  covered  by  CMIA  and  be  implemented  onto  the  automated  central  draw. 


PROCESSING  TRANSACTIONS  FOR  TWO  FISCAL  YEARS 


Departments  should  take  extra  care  to  code  the  correct  budget  fiscal  year  on  all  transactions  during  May,  June, 
July,  and  August.  Processing  corrections  between  fiscal  years  is  complex  and  rarely  allowed.  If  a  department 
believes  it  needs  to  process  a  correction  across  fiscal  years  they  should  contact  CTR's  Accounting  Bureau  prior 
to  sending  the  transaction. 

NEW,  CONSOLIDATED  OR  DELETED  DEPARTMENT  CHECKLISTS 


As  part  of  the  FY95  GAA,  or  subsequent  acts,  the  legislature  may  create  new  departments  and/or  consolidate 
existing  departments.  Departments  affected  by  such  legislation  should  contact  Fred  Pagano  of  the  Pre- Audit, 
Payment,  and  Operations  Bureau  at  CTR  ext.  255  to  request  a  copy  of  the  "New,  Consolidated  or  Closing 
Department  Checklist",  which  has  been  designed  to  facilitate  the  establishment  or  consolidation  process  by  listing 
the  tasks  that  must  be  accomplished  by  affected  departments.  These  checklists  also  contain  a  section  which  lists 
the  various  internal  tasks  that  must  be  accomplished  to  update  and  change  MMARS,  PMIS,  and  CAPS  chart  of 
account  information. 


SECTION  3:  ENCUMBRANCE  MANAGEMENT 


MMARS  is  an  encumbrance-based  system,  therefore,  all  payments  of  bills  must  reference  a  pre-established 
encumbrance.  This  pertains  to  all  types  of  accounts,  i.e.  regular  state  appropriations  (type  01),  capital 
appropriations  (type  02),  non-budgeted  and  trust  accounts  (type  03),  and  federal  grants  (type  04). 


-CLOSING 


ENCUMBRANCE  MANAGEMENT 


MMARS  will  automatically  reject  Payment  Vouchers  (PVs)  during  June  1994  and  for  FY94  accounts  payable 
(July  and  August)  unless  an  encumbrance  document  is  referenced.  All  goods  and  services  paid  for  with  FY94 
funds  must  be  received  by  June  30,  1 994.  If  a  product  acceptance  period  is  required  it  must  conclude  prior  to 
August  31,1994. 

NOTE:  On  July  1,  1994,  the  tolerance  for  all  encumbrances  will  be  set  to  zero  percent  for  accounts  payable 
payments. 


ENCUMBRANCES  (SCCCCM.SM.LO.POJE.SP) 


Departments  must  finalize  all  FY94  encumbrances  during  June  1994. 

Interdepartmental  chargeback  departments  must  enter  IE  modifications  to  finalize  FY94  estimates  for  May  and 
June,  1994,  no  later  than  May  31,  1994.  FY94  IEs  must  be  in  "DONE"  status  prior  to  June  30,  1994. 
Chargeback  departments  must  notify  the  Procurement  Unit  at  CTR  prior  to  June  15,  1994  if  they  have  any 
problems  with  a  Buyer  department  completing  an  IE  in  time  for  approval  by  June  30,  1994. 

Each  department  must  analyze  every  encumbrance  and  determine  that  sufficient  funds  are  encumbered  to  cover 
its  FY94  accounts  payable  obligations.  If  an  increase  is  necessary,  departments  are  advised  to  execute  the 
encumbrance  transaction  as  early  as  possible,  but  no  later  than  June  30, 1994.  Encumbrances  received  by  CTR 
after  June  30,1994  will  be  returned  to  the  department. 

Any  encumbrance  balance  in  excess  of  what  is  required  for  FY94  accounts  payable  obligations  will  be 
automatically  liquidated  by  the  lapsing  program  at  the  end  of  the  accounts  payable  period,  August  3 1,1994. 


LEASES-  REVIEW  OF  OUTYEAR  OBLIGATIONS 


MMARS  RPT83 1  A,  Projected  Lease  Payments  for  GAAP,  will  be  distributed  in  early  April  so  that  depart- 
ments can  check  the  accuracy  and  completeness  of  data  entered  for  their  active  LOs.  Lease  type,  object  code, 
lease  term,  and  outyear  lease  payments  should  be  verified. 
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LO  modifications  must  be  input  and  approved  by  Friday,  May  13,1994  in  order  that  the  LO  shell  data 
correctly  roll  forward  into  FY95. 

A  second  RPT83 1 A  will  be  produced  and  distributed  to  departments  with  year-end  GAAP  reporting  package 
for  final  review  and  update.  This  report  will  be  the  basis  for  the  annual  audit. 


ENCUMBRANCES  (PG,PD,PN  ,PE,PX) 


Encumbrances  subject  to  the  (PGS)  should  be  processed  according  to  the  Master  Schedule  and  the 
Implementation  Checklist  following  the  instructions  issued  in  DPGS  Memorandum  94-10,  (Appendix  H). 


ACCOUNTS  PAYABLE 


All  accounts  payable  bills,  including  employee  payroll  are  expected  to  be  fully  paid  by  Wednesday,  August 
31,  1994.  As  of  September  1,  1994,  MMARS  will  not  allow  any  FY94  payment  voucher  (PV)  to  be 
processed. 

Immediately  after  August  3 1,1994,  all  encumbrances  will  be  automatically  lapsed.  Departments  may 
manually  lapse  encumbrances  earlier  if  necessary  or  desired. 

House  1  proposes  to  modify  state  finance  law  with  the  elimination  of  the  September  1  through  October 
3 1,1994  extended  accounts  payable  period.  All  departments  should  manage  late  payment  activity  in 
accordance  with  a  firm  deadline  of  August  31,  1994. 


ENCUMBRANCE  AUDIT 


Staff  from  SAO  will  be  extensively  testing  encumbrance  cut-offs.  To  ensure  that  departments  are  effectively 
managing  their  encumbrances  and  promptly  accounting  for  their  advances,  the  auditors  will  be  reviewing 
documentation  supporting  encumbrance  balances  and  advance  expenditures,  as  well  as  delivery  dates  for 
goods  and  services.  For  encumbrances  and  accounts  payable,  MMARS  RPT620A,  Open  Encumbrances  at 
June  30,  1994,  will  be  used.  Each  department  is  directed  to  conduct  a  detailed  analysis  of  its  encumbrances 
required  for  accounts  payable.  RPT620A  can  be  used  as  a  control  document  to  assist  in  the  analysis. 


-OPENING 


ENCUMBRANCE  MANAGEMENT 


This  section  addresses  encumbrance  processing  in  FY95.  Highlighted  are  procedures  that  differ  from  or 
enhance  the  routine  processing  of  encumbrance  transactions.  The  MMARS  Procedures  Manual,  the 
Expenditure  Classification  Handbook,  and  appropriate  MMARS'  MEMOS  should  be  consulted  for  routine 
questions  that  are  not  addressed  by  these  Instructions. 
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FY95  encumbering  activities  will  be  available  on  Monday,  May  9,  1994.  This  will  provide  ample  time  to 
enter  data  and  process  Service  Request  (SR),  EDP  Service  Requisition  (DS),  EDP  Requisition  (DR), 
Service  Contracts  (SC),  Lease  Orders  (LO),  Interdepartmental  Encumbrances  (IE)  and  Interdepartmental 
Service  Agreements  (ISA)  needed  for  July  1, 1994.  All  department  staff  and  vendors  involved  in  this 
process  must  be  made  aware  that  these  are  provisional  encumbrances  and  not  yet  legally  binding  until  an 
appropriation  bill  is  passed  by  the  Legislature  and  signed  by  the  Governor.  Departments  are  responsible 
for  ensuring  that  pre-encumbrances  and  encumbrances  against  the  House  1  obligation  ceiling  do  not,  in 
aggregate,  exceed  amounts  which  they  reasonably  anticipate  to  receive  in  the  final  FY95  GAA.  Once  the 
actual  GAA  is  loaded  on  MMARS,  departments  should  make  the  appropriate  corrections  to  encumbrances 

if; 

1 .  The  account  number  in  the  GAA  is  different  than  in  House  1 . 

2.  The  appropriated  dollars  are  less  than  the  House  1  dollars  and  the  amount  of  pre-encumbrance  and 
encumbrances  exceeds  the  level  that  can  be  supported  by  the  FY95  appropriations.  Departments 
are  responsible  for  making  corrections  in  a  timely  manner,  (within  30  days). 

Other  encumbering  transactions  may  also  be  entered.  However,  they  will  appear  as  rejected  documents  on 
the  suspense  file  until  the  GAA  is  passed.  PD  and  PG  documents  that  are  needed  for  food  and  medicine 
will  require  special  attention  if  they  are  entered  prior  to  the  loading  of  the  GAA' and  should  be  forwarded 
to  the  PGS  for  approval,  Attention:  Gary  Lambert,  Deputy  State  Purchasing  Agent.  It  is  critical  that  the 
budget  fiscal  year  be  clearly  marked  on  these  documents. 


INTERDEPARTMENTAL  FISCAL  BUSINESS 


FY95  Interdepartmental  Service  Agreements 

All  Interdepartmental  Service  Agreements  (ISA)  terminate  as  of  Thursday,  June  30, 1994.  Both  the  Seller 
and  Buyer  departments  need  to  perform  final  assessment  to  determine  if  goods  and  services  were  provided 
consistent  with  the  ISA.  Any  remaining  unencumbered  obligation  ceiling  in  an  allocation  account  of  a 
Seller  department  will  not  balance  forward  into  FY95.  Even  if  the  ISA  is  funded  from  continuing  accounts 
and  it  is  decided  to  continue  in  FY95,  the  Buyer  and  Seller  departments  must  complete  new  ISA 
documentation  and  an  AC  that  includes  balances  forwarded  from  FY94  and  any  additional  funding  for 
FY95.  Any  new  ISA  for  FY95  will  also  require  a  properly  completed  ASTA  to  establish  a  new  Seller 
department  allocation  account  if  an  account  was  not  established  in  FY94.  Departments  may  start 
processing  FY95  ISA/AC's  once  House  1  is  loaded  on  MMARS.    Please  review  MMARS  MEMOs  #200 
and  200A  for  more  information  and  forms. 

Regarding  Interdepartmental  Chargebacks  (IE/TV) 

Only  authorized  chargeback  departments  may  use  the  automated  interdepartmental  chargeback  billing 
system.  Authorized  chargeback  departments  are  listed  on  the  MMARS  "ACSI"  and  "CHBK"  tables.  To 
be  listed  on  these  tables  a  department  must  annually  submit  a  "CHARGEBACK  DEPARTMENT 
AUTHORIZATION  FORM"  to  the  Legal  Unit  at  CTR.  The  department  must  attach  photocopies  of  the 
specific  legislative  authorization  (statute,  GAA  line-item  or  section,  etc. )  allowing  the  department  to 
charge  other  departments  for  goods/services. 

Statewide  chargeback  departments  and  departments  with  statutory  authority  may  submit  authorization 
forms  in  early  May  1994  and  will  be  authorized  to  enter  FY95  IEs,  along  with  all  other  encumbrances,  as 
of  Monday,  May  9,1994.  All  other  chargeback  departments  should  submit  application  upon  receipt  of 
legislative  authorization  in  the  GAA. 

12 


D-16  MMARS  Security  is  required  for  all  chargeback  department  individuals  who  will  be  entering 
interdepartmental  encumbrances  (IEs)  and  interdepartmental  vouchers  (IVs).  An  "On-Line  Access 
Request  Form"  requesting  D-16  security  should  be  attached  with  the  chargeback  authorization 
documentation  for  all  NEW  chargeback  departments  and  for  any  individual  who  did  not  receive  D-16 
security  in  FY94. 

Starting  in  FY95,  IEs  will  no  longer  be  required  to  be  submitted  to  CTR's  Procurement  Unit  for  PEND5 
approval.  However,  as  in  FY94,  Buyer  departments  are  still  required  to  retrieve  the  IE  SHELL  from  the 
suspense  file  (SUSF)  and  complete  the  accounting  line  information  within  30  days.  Once  this  information 
is  completed  and  the  quick  edit  is  applied,  the  document  will  go  into  a  Scheduled  Status  ,  and  then  to 
DONE,  in  the  overnight  edit  process.  This  new  process  does  not  alleviate  the  Buyer  Department  from  its 
responsibility  of  maintaining  the  hard  copy  of  the  IE  on  file  for  audit  purposes. 


CONTRACT/LEASE  SHELL  AND  APPROVED  CONTRACT/LEASE  ROLL  FOR  FY95 

Refer  to  MMARS  MEMO  #  171B. 


CONTRACT  SUBMISSION 


Contractors  to  be  paid  through  the  PMIS,  CAPS,  or  HRMIS  payroll  system  must  have  approved  SCs  in 
MMARS  BEFORE  their  new  contract  numbers  are  entered  on  PMIS  and  CAPS  and  paid  on  HRMIS. 
Therefore,  it  is  essential  that  priority  be  given  to  those  contracts  that  affect  payroll.  These  contracts  should 
be  at  CTR's  Procurement  Unit  by  June  24,  1994  to  ensure  processing  prior  to  payments/payrolls  on  July  5, 
1994.  All  other  contracts  should  be  submitted  at  least  five  working  days  prior  to  their  effective  date  in 
order  to  receive  timely  review.  The  Contract  Transmittal  Form  can  be  found  in  Appendix  E. 


EXPENDITURE  CLASSIFICATION  HANDBOOK  & 


COMMONWEALTH  STANDARD  CONTRACTS 


CTR  will  not  re-issue  the  entire  Expenditure  Classification  Handbook  for  use  in  FY95.  Rather,  updated 
pages  will  be  issued.  It  is  anticipated  that  Subsidiary  LL,  Equipment  Lease-Purchase,  Lease  and  Rental, 
Maintenance  and  Repair  will  be  re-issued  in  its  entirety.  Departments  are  reminded  to  replace  the  FY94 
pages  with  the  updated  FY95  pages. 

The  Commonwealth  Standard  Contracts-  (Short  Form,  Medium  Form,  and  Long  Form),  will  remain  the 
same  for  FY95.  For  further  information  consult  MMARS  MEMO  #194  and  Administrative  Bulletin  93-4. 
Departments  may  contact  the  Procurement  Unit  at  CTR  if  copies  of  the  Commonwealth  Standard  Contract 
are  required.  In  addition  departments  are  reminded  to  execute  (sign  and  date)  contracts  in  a  timely 
manner.  The  effective  date  of  a  contract  should  be  the  last  signed  date  by  either  party  or  the  date  identified 
in  the  contract,  whichever  is  later.  Certain  regulations  have  an  additional  requirement  that  influences  the 
effective  date  of  a  contract. 

Finally,  the  Procurement  Renewal  Plan  will  be  re-issued  for  FY95  with  MMARS  MEMO  #213. 
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SECTION  4:  DISBURSEMENT  MANAGEMENT 


This  section  highlights  key  information  and  dates  for  the  processing  of  transactions  relative  to  disbursements 
including  ARs,  EXs,  IYs,  PVs,  RAs,  RFs  and  RPs  for  a  smooth  closing  of  FY94  and  opening  of  FY95.  Under 
no  circumstances  should  FY94  funds  be  used  for  FY95  expenditures  and  vice  versa,  unless  specifically  allowed 
with  appropriate  legislative  language. 


CLOSING - 


PAYMENTS  (PV) 


All  payments  after  June  1,  1994  must  reference  encumbrances.  The  system  will  automatically  reject  Payment 
Vouchers  (PVs)  entered  after  June  1, 1994  without  an  encumbrance.  Departments  are  reminded  to  confirm  with 
vendors  that  all  goods  and  services  are  to  be  received  or  completed  by  June  30,  1994.  For  goods  that  must  meet 
certain  acceptance  criteria,  agencies  must  first  accept  the  goods  and  then  process  the  payment  prior  to  the  close 
of  the  accounts  payable  period  on  August  31,  1994. 


PROCESSING  OF  PVs 


Accounts  payable  PV  transactions  in  the  suspense  file  that  are  not  in  "Done"  status  overnight  on  June  30, 
1994/July  1,  1994  may  reject  on  July  1,  1994  with  a  variety  of  error  messages  and  must  be  corrected: 

If  transaction  date  is  06  30  94,  or  before,  use  accounting  period  0 1 95  and  leave  budget  fiscal 
year  blank. 

If  transaction  date  is  07  0 1  94,  or  after,  leave  the  accounting  period  and  budget  fiscal  year  blank. 


READY  PAYMENTS  (RP) 


The  last  RP  checks  for  contracts  ending  June  30, 1994  will  be  produced  on  May  27,  1994.  Remaining  payments 
on  those  contracts  must  be  executed  with  PV  transactions.  RP  checks  will  not  be  produced  in  June,  1994. 


REVENUE  REFUNDS  (RF) 

RFs  entered  into  MMARS  on  June  27,  1994  and  until  July  8,  1994  will  go  to  PEND5  and  will  require  CTR's 
approval.  A  duplicate  copy  of  the  RF  input  form  with  duplicate  copies  of  supporting  documentation  must  be 
submitted  to  CTR's  Payment/Vendors  Umt  for  PEND5  approval.  CTR  will  make  sure  that  all  FY94  refunds  are 
posted  to  accounting  period  1294,  budget  FY  94.  RFs  will  remain  on  PEND5  until  accounting  period  1294  closes 
on  July  8,  1994. 
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REQUEST  FOR  ADVANCE  (RAVEXPENDITURE  OF  ADVANCE  (EA) 


The  department  must  account  for  all  FY94  advances  by  June  30,  1994.  This  accounting  is  performed  through 
documentation  of  the  expenditure  of  the  advance  (EA)  or  cash  repayment  of  any  balance  remaining  by  processing 
an  advance  refund  (AR).  EAs  for  FY94  advances  must  ALL  be  submitted  to  CTR's  Payment/Vendors  Unit  for 
PEND5  approval  and  to  clear  all  FY94  advances,  no  later  than  June  30,  1994.  These  EAs  must  be  entered  into 
MMARS  by  June  30,  1994  with  accounting  period  1294  and  BFY94. 

No  RA's  for  FY95  will  be  approved  until  all  FY94  advances  are  properly  accounted  for. 


EXPENDITURE  CORRECTIONS  (EX) 


EX  documents  to  correct  FY94  activity  should  be  submitted  no  later  than  the  end  of  accounts  payable  period, 
August  31,  1994.  The  EX  should  be  prepared  in  accordance  with  the  requirements  stated  in  Section  5.8  of  the 
MMARS  Procedures  Manual.  Back-up  documentation  must  be  clear  and  justify  the  correction.  EX  documents 
which  pertain  to  payroll  should  be  forwarded  to  CTR's  Procurement  and  Payroll  Bureau,  Attention:  Michael 
Weld.  Non-payroll  EXs  should  be  forwarded  to  CTR's  Accounting  Bureau,  Attention:  Kathleen  Still. 


INTERDEPARTMENTAL  VOUCHER  (IV) 


FY94  Interdepartmental  Vouchers  (IVs)  will  go  to  PEND5  on  July  1,  1994  and  will  require  approval  by  the 
CTR's  Payment/Vendors  Unit.  Therefore,  chargeback  departments  should  make  every  effort  to  have  IVs 
completed  by  Buyer  departments  and  processed  no  later  than  June  30,  1994  to  avoid  delays.  Be  sure  to 
reference  accounting  period  1294  and  BFY94.  All  FY94  IVs  must  be  processed  by  August  31,  1994. 
Chargeback  departments  are  reminded  that  they  may  not  accept  or  deposit  cash  or  checks  from  other 
departments  for  interdepartmental  chargebacks.  Please  see  MMARS  MEMOS  203,2 12A,  and/or  2 12B  for 
more  information  and  forms. 


-  OPENING - 


BILL  PAYING/LATE  PENALTY  INTEREST 


The  goal  of  the  Commonwealth  is  to  pay  its  bills  within  thirty  days  of  the  receipt  of  an  invoice.  Payments  beyond 
this  period  may  subject  a  department  to  late  penalty  interest.  Please  refer  to  MMARS  MEMO  #102  for  the 
proper  use  of  PV  dates.  Late  penalty  interest  percentages  are  published  bi-annually  by  the  Executive  Office  for 
Administration  and  Finance  (ANF)  and  can  be  found  in  Administrative  Bulletin  94-1  for  the  effective  rate  as  of 
January  1,1994.  For  more  information  please  refer  to  the  late  penalty  interest  regulations  815  CMR  4.00. 
Reference  to  other  late  penalty  laws  are  contained  in  MMARS  MEMO  #161. 
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REQUEST  FOR  ADVANCES  (RAs) 

Reference  is  made  to  MMARS  Procedures  Manual,  Chapter  5.6.2.  No  requests  for  advances  will  be  approved 
for  FY95  until  all  FY94  advances  are  properly  accounted  for. 

ReMMARS  will  eliminate  the  need  of  advances  for  many  programs.  One  of  the  first  programs  which  no 
longer  will  require  advances  starting  with  FY95  is  Ready  Payments.  Departments  will  be  advised  by  CTR  on 
a  one  for  one  basis  on  the  other  programs  that  will  no  longer  be  continued  with  advances  in  FY95. 


REVENUE  REFUNDS  (RF) 


Departments  may  elect  not  to  enter  FY95  RFs  into  the  system  until  after  the  PEND5  is  removed  on  July  8,  1994. 
After  the  removal  of  the  PEND5  status  on  RFs,  departments  must  not  send  RFs  to  CTR  for  review  and  approval 
since  they  will  be  scheduled  for  payment  and  obtain  "DONE"  status  overnight.  These  RFs  will  be  treated  as 
FY95  activity. 


READY  PAYMENTS  (RP) 


Effective  with  FY95,  checks  to  providers  will  be  produced  by  the  TRE's  system.  The  maximization  of  electronic 
fund  transfers  (EFT)  will  be  encouraged  to  all  providers  and  all  other  vendors.  Advances  will  no  longer  be 
required.  The  RP  transaction  will  be  processed  just  like  a  PV  transaction,  following  an  approved  payment 
schedule. 


FORM  1099  MISCELLANEOUS  INCOME  TAX  STATEMENTS 


CTR  issues  Form  1099  Miscellaneous  (Misc)  Income  Statements  to  all  vendors  doing  business  with  the 
Commonwealth  through  MMARS.  The  Form  1099  (Misc)  is  a  legal  document  containing  tax  information 
furnished  to  the  Internal  Revenue  Service  (IRS)  and  the  Department  of  Revenue  by  CTR.  A  Form  1099  captures 
all  taxable  payments  made  using  a  CB,  EA,  ER,  PV  and  a  RP  to  each  vendor.  Departments  may  consult  the 
Expenditure  Classification  Handbook  or  the  Object  (OBJT)  Table  in  MMARS  to  verify  if  an  object  code  is  tax 
reportable.  For  additional  information  concerning  the  issuing  and  filing  of  1099's  please  consult  MMARS 
MEMO  #210. 


VENDOR  AND  CUSTOMER  CERTIFICATION  (W-8/W-9) 


Please  refer  to  MMARS  MEMO  #169  for  detailed  information  on  this  subject.  If  you  have  questions  on  the 
Vendor  File  please  call:  Vema  Sullivan  at  ext  389.  If  you  have  questions  concerning  customers  please  call  your 
BARS  coordinator  or  the  BARS  Unit  at  ext.  42 1 . 
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SECTION  5:  PAYROLL  MANAGEMENT 


This  section  of  the  Closing/Opening  Instructions  encompasses  procedures  for  payroll. 


-  CLOSING  - 


FY94  PAYROLL  FISCAL  YEAR 


Departments  are  reminded  that  state  finance  law  defines  the  budget  fiscal  year  for  all  payments,  including 
payrolls  to  begin  on  July  1st  and  end  on  June  30th  of  the  subsequent  year.  Services  rendered  by  employees 
through  June  30,  1994,  must  be  charged  to  FY94.  Departments  must  ensure  that  each  individual's  work 
schedule  is  updated  to  reflect  their  actual  hours  worked.  The  payroll  system  will  split  the  charges  for  services 
rendered  before  June  30th  and  after  July  1st  when  interfacing  with  MMARS.  PMIS  and  CAPS  users  will  see 
the  charges  related  to  the  split  week  or  month  on  one  payroll  warrant  report  (  PAYR15  for  PMIS  and  CAPS 
02  for  CAPS).  MMARS  users  will  see  the  charges  appear  in  separate  fiscal  year  reports  (FY94  and  FY95). 


FY94  PAYROLL  MANAGEMENT 


Departments  should  be  aware  that  accounts  which  support  payroll  are  subject  to  edits  which  test  for  the 
availability  of  funds.  The  Payroll  Cost  Reporting  System  (PCRS)  is  the  vehicle  by  which  CTR  will  monitor 
and  identify  accounts  which  do  not  have  sufficient  funds  to  support  payroll  expenditures.  These  accounts  are 
subject  to  the  conditional  payroll  process.  PCRS  provides  departments  with  predictive  payroll  reports  and 
production  payroll  reports,  online  via  PARIS  and  on  hardcopy  through  PHOBOS,  which  indicate  accounts 
unable  to  support  payroll. 

CTR  cannot  authorize  an  expenditure  correction  (EX)  between  accounts  if  the  account  ultimately  to  be 
charged  had  insufficient  funds  to  support  the  entry  at  the  time  the  expenditure  was  incurred  -  unless  prior 
notification  is  sent  to  the  House  and  Senate  Ways  and  Means  Committees. 


PAYROLL  REJECTS  (PR) 

A  Payroll  Reject  (PR)  transaction  is  created  in  MMARS  when  a  payroll  expense  which  is  processed  on 
CAPS  or  PMIS  contains  erroneous  data  (i.e.,  a  subsidiary  incorrectly  registered  on  MMARS  or  a  missing 
expense  budget).  It  is  required  that  all  PR  transactions  on  SUSF  be  reviewed  and  corrected  by  July  8,  1994. 


EMPLOYEE  AND  CONTRACTOR  PAYROLL  REFUNDS 


For  payroll  refund,  departments  are  required  to  process  Expenditure  Refund  (ER)  for  employee  payroll  and  a 
Contract  Backout  (CB)  for  contractor  payroll  on  or  before  June  30,  1994.  Payroll  Refunds  for  non- 
continuing  accounts,  such  as  budget  accounts  (type  01),  received  after  July  1,1994  should  be  processed 
through  the  CD  transaction.  These  will  be  treated  as  miscellaneous  revenue  in  FY95.  Payroll  Refunds  for 
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continuing  accounts,  such  as  federal  grants  (type  04),  received  after  July  1,1994  should  be  processed  through 
an  ER  document  and  will  be  credited  to  the  department's  FY95  account.  Departments  should  take  special 
care  to  avoid  mistakes  that  require  Payroll  Refund  Receipt  Vouchers  during  the  final  pay  periods  of  the  fiscal 
year. 


ACCOUNTS  PAYABLE  PAYROLLS 


The  critical  link  of  the  accounts  payable  process  to  the  accounting  system  is  the  establishment  of  an 
encumbrance  (PH)  to  support  the  respective  accounts  payable  payroll.  The  PH  encumbrance  is  needed  to 
reserve  that  portion  of  your  account  that  will  be  used  to  support  accounts  payable  payrolls.  The  PH  must  be 
entered  into  MMARS  and  received  by  CTR  no  later  than  June  30,  1994.  Please  refer  to  MMARS  MEMO 
#82  for  Accounts  Payable  Payroll  Processing.  Accounts  payable  payrolls  will  be  processed  for  employees 
only.  All  departments  should  manage  late  employee  payroll  activity  in  accordance  with  a  firm  deadline  of 
August  3 1,1994. 


COMPENSATED  ABSENCE  REPORTING 


To  audit  the  PMIS  compensated  absence  reporting,  employee  vacation  and  sick  leave  balances  on  PMIS  and 
departments'  internal  records  should  be  reconciled  and  up  to  date. 

PMIS  departments  will  receive  RPT  PMIS66,  Accumulated  Leave  Valuation,  Detailed  Level,  as  of  April  30, 
1994.  Departments  review  this  report  for  accuracy  (employee  name,  date  of  birth,  entry  date  of  state  service,  pay 
rate,  appropriation  account,  vacation  and  sick  leave  balances  -  hours  and  dollars)  and  update  PMIS  as  needed. 
Departments  should  verify  that  their  internal  payroll  records  agree  with  the  information  contained  on  RPT 
PMIS66  and  make  all  corrections  to  the  payroll  system  and  the  department's  internal  records. 

Departments  should  monitor  May  and  June  payroll  activity  to  ensure  that  their  internal  employee  vacation  and 
sick  leave  balances  at  June  30,  1994  agree  with  PMIS.  This  reconciliation  process  must  be  completed  and  all 
PMIS  adjustments  made  by  July  15, 1994.  On  that  date  the  PMIS  data  as  of  June  30, 1994  will  be  summarized 
for  audit.  No  adjustments  to  June  30,  1994  data  should  be  made  after  July  15,  1994. 

As  part  of  GAAP  reporting,  a  final  copy  of  the  RPT  PMIS66,  as  of  June  30,1994  will  be  forwarded  to  each 
department  on  July  20th  .  This  report  should  be  retained  as  an  audit  trail  as  it  shall  be  relied  upon  by  CTR  to 
verify  compensated  absence  accruals. 
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OPENING 


FY95  EMPLOYEE  PAYROLL  PROCESSING 


A  primary  objective  of  CTR  for  the  FY95  opening  is  to  process  payroll  on  schedule.  On  Monday,  May  9,  1994, 
MMARS  will  be  loaded  with  accounts  and  obligations  according  to  the  Governor's  proposed  FY95  budget,  as 
contained  in  House  1 .  The  FY95  employee  payroll  will  be  processed  and  checks  will  be  issued  as  long  as  there 
is  an  approved  interim  budget.  No  special  processing  is  required  if  your  FY94  payroll  account  will  continue  in 
FY95  through  House  1. 

However,  if  an  FY94  payroll  account  will  not  continue  into  FY95,  (i.e.,  your  House  1  account  is  different  than 
your  FY94  account)  the  following  applies: 

1)  Your  FY94  payroll  account  will  roll  to  FY95  with  zero  dollars  for  convenience  of  processing. 

2)  Departments  must  complete  the  PCRS  Rules  Form  to  request  approval  for  alternative  account  setting 
in  PCRS.  The  form,  together  with  a  screen  print  of  the  alternative  account  entered  on  PCRS  and  a  copy 
of  the  House  1  account  schedule,  must  be  sent  to  CTR's  Payroll  Unit.  When  the  House  1  account 
is  approved  in  PCRS  as  an  alternative  account  ,  CAPS  and  PMIS  payroll  expenditures  will  be 
charged  to  it.  Instructions  for  entering  alternative  accounts  are  found  in  the  PCRS  Procedures  Manual 
which  will  be  provided  at  PCRS  training. 

Employees  payroll  supported  by  account  types  (capital  appropriations)  "02"  and  (non-budgeted  and  trust 
accounts)  "03"  will  not  be  affected  by  the  new  budgetary  process.  The  uncommitted/unexpended  edit  will  be 
lifted,  until  the  balance  forward  begins. 

After  the  FY95  GAA  has  been  loaded  on  MMARS,  departments  must  reconcile  the  accounting  discrepancies 
resulting  from  the  fiscal  year  transition  period.  CTR,  DPA,  and  MIS  staff  will  be  available  to  assist  departments 
on  FY95  account  structuring,  position  scheduling,  and  other  changes  that  may  be  required  by  the  FY95  GAA 
once  the  GAA  is  signed  by  the  Governor. 


PAYROLL  BUDGETING 


It  is  the  department's  responsibility  to  budget  payroll  for  the  entire  fiscal  year  (365  days). 


ENCUMBRANCES  WITH  "OPENORDER"  VENDOR  CODES  FOR  PAYROLL 


If  a  department  has  no  alternative  but  to  process  an  encumbrance  with  an  "OPENORDER"  vendor  code  to 
support  its  contractor  payrolls,  then  it  should  enter  the  letter  "R"  as  part  of  the  document  ID  number.  The 
following  is  an  example  of  how  an  FY95  encumbrance  with  an  "OPENORDER"  vendor  code  should  be  identified 
to  support  contractor  payrolls: 

SC  ABB  1000  R50 1000 
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PAYROLL  ACCOUNT  REGISTRATION 


After,  the  FY95  GAA  is  approved  and  loaded,  departments  should  work  closely  with  the  Budget  Bureau  (FAD) 
to  ensure  that  all  new  payroll  accounts  have  been  established  on  MMARS  reference  files.  PMIS  forms  1, 2,  and 
3  must  also  be  submitted  to  the  CTR's  Payroll  Unit  to  register  new  accounts  on  PMIS.  These  are  two  separate 
processes  and  must  be  done  individually.  Departments  may  obtain  copies  of  the  account  registration  forms  from 
the  Payroll  Unit  of  CTR.  CAPS  will  update  the  same  time  MMARS  is  updated. 
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IMPORTANT  PAYROLL  DATES 

CAPS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY94  CLOSING 

DATES  CAPS  FY94  CLOSING 

June  15,  1994  Deadline  for  posting  of  CAPS  contractor  hours  on  CPEH. 

June  1 6,  1 994  Processing  of  Final  FY94  CAPS  "  AA"  Employee  Payroll  for 

services  rendered  during  the  following  time  periods: 

-  Monthly  Employee  Earnings  Rate  Code;  June  1  to  June 
30,  1994. 

-  Weekly  Employee  Earnings  Rate  Code;  May  22  to  June 
25,  1994. 

CAPS  contractor  payroll  processed  for  services  rendered 
May  20  to  June  18,  1994. 

June  23,  1994  CAPS  employee  and  contractor  checks  distributed. 

June  30,  1994  Deadline  for  posting  of  CAPS  contractor  hours  on  CPES. 

Also,  processing  of  CPES  for  services  rendered  June  1 9  to 
June  30,  1994. 

June  15-30,  1 994  PH  transaction  submitted  to  CTR  for  PEND5  approval. 

July  7,  1994  Final  FY94  CAPS  contractor  payroll  checks  issued  for 

services  rendered  June  19  to  June  30,  1994. 

July  8,  1994  FY94   Payroll   Reject   (PR)   transactions    on    Suspense 

File  must  be  corrected. 

CAPS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY95  OPENING 

DATES  CAPS  FY95  OPENING 

July  21,  1994  "AA"  employee  payroll  processed  covering  the  period 

from  July  1  to  July  31,  1994  for  monthly  earnings  rate 
code  employees.  Weekly  Earnings  code  employee 
payroll  split  processed  covering  June  26  to  July  30, 
1994.  (NOTE:  special  action  will  be  taken  to  account 
for  June  26,  27,  28,  29  and  30  to  FY94  in  MMARS) 

July  21,  1994  FY95  contractor  payroll  processed  covering  the  period  of 

July  1  to  July  23,  1994. 

July  28,  1994  "AA"  employee  and  contractor  checks  issued. 
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PMIS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY94  CLOSING 

DATES  PMIS  FY94  CLOSING 

June  27,  1994  "AA"  and  contractor  payroll  processed  covering  June  19  to 

June  25,  1994. 

June  30,  1 994  Final  F Y94  special  contractor  payroll  processed  covering  June 

June  15-30,  1994  PH  transactions  submitted  to  CTR  for  PEND5  approval. 

June  30,  1994  "AA"  employee  and  contractor  payroll  checks  issued. 

July  8,  1994  FY94  Payroll  Reject  (PR)  transactions  on  the  Suspense  File 

must  be  corrected. 

July  15,  1994  Final  corrections  to  payroll  data  for  compensated  absences. 

PMIS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY95  OPENING 

DATES  PMIS  FY95  OPENING 

July  5,  1994  AA"  employee  payroll  processed  splitting  expenditures 

related  to  services  rendered  in  FY94  from  services 
rendered  FY95  for  pay  week  June  26,  1994  to  July  2, 
1994.  (NOTE:  Special  action  will  be  taken  to  account  for  June 
26, 27, 28, 29  and  30  to  FY94  in  MMARS.) 

July  5 ,  1 994  First  F  Y95  contractor  payroll  processed  for  services  rendered 

from  July  1  to  July  2,  1994. 

July  7,  1994  "AA"  employee  payroll  checks  issued  to  employees  for  pay 

period  June  26, 1994  to  July  2, 1994.  This  includes  FY94 
and  FY95  payments. 

July  7,  1994  Contractor  payroll  checks  issued  for  services  rendered  from 

June  26  to  June  30  and  July  1  to  July  2, 1994.  This  includes 
FY94  and  FY95  payments. 
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ACCOUNTS  PAYABLE  PAYROLL  PROCESSING 


RUN# 

1 

2 

3 

4 

5 

6 

7 


RUN# 

1 

2 

3 

4 

5 

6 

7 

8 

9 


CAPS 

Required  Documentation 
Received  By  CTR 

July  5,  1994 

July  12,  1994 

July  26,  1994 

August  2,  1994 

August  9,  1994 

August  23,  1994 

August  29,  1994 

PMIS 

Required  Documentation 
Received  By  CTR 

July  6,  1994 

July  13,  1994 

July  20,  1994 

July  27,  1994 

August  3,  1994 

August  10,  1994 

August  17,  1994 

August  24,  1994 

August  29,  1994 


Date  A/P 
Payroll  Processed 

July  7,  1994 

July  14,  1994 

July  28,  1994 

August  4,  1994 

August  11,  1994 

August  25,  1994 

August  31,  1994 


Date  A/P 
Payroll  Processed 

July  8,  1994 

July  15,  1994 

July  22,  1994 

July  29,  1994 

August  5,  1994 

August  12,  1994 

August  19,  1994 

August  26,  1994 

August  31,  1994 
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SECTION  6:  REVENUE  (Cash  and  Receivables) 

The  clear  and  accurate  accounting  for  cash  and  revenue  is  an  important  element  in  the  closing  and  opening  of 
FY94  and  FY95.  This  section  conveys  important  information  regarding  cash  and  receivables. 


-CLOSING 


CASH  AND  REVENUE  MANAGEMENT 


Cash  receipts  on  hand  or  on  deposit  as  of  June  30,  1994,  are  assets  and  revenue  of  the  Commonwealth  and  need 
to  be  reflected  as  such  on  the  annual  financial  statements.  The  deposit  of  cash  receipts  must  take  place  by  July 
1, 1994  and  the  accurate  processing  of  the  revenue  activity  via  the  CT  or  CD  document  should  be  completed  by 
departments  by  July  1 , 1 994.  All  CTs  should  clear  by  July  8, 1 994. 

Departments  are  now  using  the  MMARS  Billing  and  Accounts  Receivable  Subsystem  (BARS)  to  record 
receivables  on  a  Detail  or  Summary  basis  and/or  utilizing  Cash  Deposits  (CD)  or  Cash  Transfers  (CT)  to  record 
over-the-counter  revenue  activity.  All  deadlines  for  cash  received  by  TRE  apply  including  those  that  reference 
Receivable  Events  (REs). 


CASH  CUTOFF  AUDIT 


Once  again,  SAO  will  be  auditing  year  end  cut-offs  for  cash  and  receivables  to  verify  prompt  and  proper  deposit 
of  cash  and  to  ensure  the  timely  recording  of  cash  and  revenue  to  the  correct  fiscal  year. 


CASH  DEPOSIT  (CD),  CASH  TRANSFER  (CT) 


By  the  close  of  FY94,  departments  will  no  longer  be  using  CRs  to  process  cash  receipts  in  MMARS.  (Some  use 
of  CRs  by  oversight  departments,  in  order  to  clean  up  outstanding  business  from  the  CMCR  transition,  will 
occur.) 

Since  MMARS  will  be  processing  transactions  for  two  fiscal  years  at  once,  extra  care  must  be  taken  to  ensure 
that  department  CTs/CDs  are  not  entered  in  the  wrong  fiscal  year.  CD  forms  and  deposit  slips  for  cash  pertaining 
to  FY94,  deposited  at  TRE  window,  must  relate  to  cash  actually  received  by  your  department  on  or  before  June 
30,  1994.  CDs  must  be  delivered  to  TRE  by  July  1,  1994  for  cash  collected  up  to  June  30, 1994  and  must  be 
clearly  marked  BFY94. 

To  ensure  that  all  deposits  reflected  in  clearing  accounts  are  fully  allocated  for  FY94,  departments  should  enter 
CTs  in  MMARS  at  the  same  time  that  deposits  are  made  for  cash  received  through  June  30,  1994.  For  proper 
accounting  ,  departments  should  enter  accounting  period  1294  onto  the  CT  transaction;  do  not  leave  the 
accounting  period  blank.  Initially,  these  CTs  may  be  in  "REJCT"  STATUS  on  SUSF,  but  during  the  nightly  cycle 
they  will  automatically  be  re-marked  and  will  go  to  "DONE"  STATUS  as  adequate  deposits  (from  TRE  CDs) 
are  recorded  in  clearing  accounts.  (FY94  CT  activity  must  be  completed  by  Jul}  8,  1994.) 
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RECEIVABLES  (REJRI.RD) 

Receivable  events,  receivable  increases  and  receivable  decreases  (RE,RI,RD)  entered  from  July  1,  1994  through 
July  8,  1994  will  require  PEND5  approvals.  The  PEND5  status  will  apply  to  all  RE,  RI,  RD  transactions  for 
FY94  and  FY95.  Departments  entering  transactions  for  revenue  earned  prior  to  June  30,  1994  but  billed  in  July 
must  notify  your  BARS  Coordinator  in  writing  to  insure  the  RE,  RI,  or  RD  is  processed  as  a  FY94  transaction. 
Allowing  FY94  entries  during  this  eight  day  period  will  help  ensure  an  appropriate  GAAP  cut  off  for  receivable 
activity.  Any  FY95  RE  that  must  be  processed  prior  to  July  8, 1994  can  be  communicated  through  a  listing  (such 
as  a  SUSF  listing)  to  your  BARS  coordinator  for  PEND5  approval.  All  write-off  requests  should  be  submitted 
to  the  BARS  unit  by  June  15,  1994  to  insure  that  appropriate  review  and  action  occurs  by  June  30,  1994.  All 
write-offs  processed  by  CTR  will  update  FY94  GAAP  report  receivable  balances. 

Recurring  receivables  (RERE),  scheduled  to  generate  from  July  1,  1994  to  July  8,  1994  will  process,  go  to  a 
PEND5  status  and  be  approved  automatically.  No  special  handling  will  be  required  for  departments  using  RERE. 


CASH  RECEIPTS  IN  FEDERAL  GRANT  ACCOUNTS 


Federal  funds  required  for  payment  of  accounts  payable  activity  should  not  be  requested  prior  to  June  30,1994. 
For  those  departments  participating  in  the  automated  central  draw,  federal  funds  will  be  drawn  and  posted  to  the 
appropriate  budget  fiscal  year. 

Departments  not  receiving  funds  through  a  wire  transfer,  and,  therefore  not  participating  in  the  automated  central 
draw  should  request  funds  for  accounts  payable  payments  as  close  to  the  payment  date  as  feasible.  Deposits  to 
TRE  should  be  accompanied  by  a  CD  transaction  clearly  marked  Budget  Fiscal  Year  1994  Accounts  Payable. 
Questions  regarding  misposting  should  be  addressed  to  the  Accounting  Bureau  at  CTR. 


ADVANCE  REFUNDS  (AR),  CONTRACT  BACKOUTS  (CB),  EXPENDITURE  REFUNDS  (ER) 


AR,  CB  and  ER  documents  must  be  received  with  a  check  to  TRE  and  entered  into  MMARS  for  FY94  by  July 
1,  1994,  (a  check  or  wire  transfer  must  be  attached  with  these  transactions). 

Expenditure  Refunds  for  budgetary  accounts  (Type  01)  received  after  July  1,  1994  should  be  processed  through 
the  CD  transaction  and  will  be  treated  as  miscellaneous  revenue  in  FY95.  Expenditure  Refunds  for  continuing 
accounts  such  as  federal  or  trust  accounts  etc.,  received  after  July  1,  1994,  should  be  processed  through  an  ER 
document  and  will  be  credited  to  the  department's  FY95  account.  For  Contract  Backout  (CB)  transactions 
received  after  July  1,  1994,  a  FY95  CD/CT  should  be  used. 

Because  of  the  matching  process  between  TRE  deposits  and  MMARS  documents  in  approving  AR,  CB  and  ER 
documents,  the  above  guidelines  must  be  adhered  to  in  order  to  ensure  they  are  recorded  properly  in  both  FY94 
and  FY95.  Departments  are  responsible  for  resolving  AR,  CB,  and  ER  documents  on  the  suspense  file.  The 
approval  of  AR,  CB  and  ER  documents  is  based  on  the  information  shown  on  the  report  467  A  (Advance  Refund) 
and  the  Report  468A  (Expenditure/Contract  Refunds).  Departments  should  monitor  these  reports  monthly. 
Discrepancies  must  be  resolved  for  a  proper  closing. 
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REVENUE  REFUNDS  (RF) 


Please  refer  to  SECTION  4  Disbursement  Management  of  these  instructions  for  information  on  processing  RF 
documents  during  the  months  of  June  and  July,  1994. 


ELECTRONIC  TRANSFERS  (WIRE) 


On  July  5,  1994,  TRE  will  complete  their  analysis  on  the  FY94  activity  for  receipts  transferred  to  their  office 
electronically  (lock  boxes,  intermediary  banks,  or  by  courier).  For  these  type  of  accounts  the  receipts  deposited 
by  12:00  P.M.  on  July  1,  1994  will  be  considered  as  FY94  business. 


RECONCILIATION  OF  REPORT 


To  ensure  that  cash  and  revenue  are  properly  reflected,  the  reconciliations  of  the  reports  listed  below  are  required: 


REPORT 

REPORT 

REPORT 

REPORT 

REPORT 

466C 

467A 

468A 

469A 

430A 

REVENUE 

ADVANCE 

EXPEND. 

CASH  REC 

RECEIV 

REFUNDS 

REFUNDS/CB'S  ALLOC 

DETAIL 

Month  of  April 

5/31/94 

5/31/94 

5/31/94 

5/31/94 

5/31/94 

Month  of  May 

6/25/94 

6/25/94 

6/25/94 

6/25/94 

6/25/94 

Month  of  June 

7/29/94 

7/29/94 

7/29/94 

7/29/94 

7/29/94 

(Prelim  at  7/8/94) 

Month  of  June(Final)       8/12/94 


8/12/94 


8/12/94 


8/12/94 


8/12/94 


Departments  which  have  corrections  or  omissions  at  the  end  of  accounting  period  12  or  require  an  exception  to 
these  instructions  should  contact  the  Cash  and  Revenue  Unit  at  CTR. 

To  ensure  that  accounts  receivable  are  properly  reflected,  departments  are  required  to  reconcile  the  audit  trail 
report,  Accounts  Receivable  Detail  Transaction  Activity  (RPT430A),  as  well  as  the  Summary  Aging  Report  by 
Customer  (RPT432A). 

The  period  12  close  at  7/8/94  reconciliations  will  help  departments  identify  "NON-BARS  AR"  (services 
performed  before  6/30/94  but  billed  after  7/8/94)  and  BARS  AR  adjustments  for  inclusion  in  departmental 
GAAP  reporting  due  8/5/94. 

The  above  FY94  Revenue  Reports  will  be  issued  to  the  departments  periodically  throughout  the  months  of  July 
and  August. 
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OPENING 


RETAINED  REVENUE  ACCOUNTS 


Certain  departments  have  legislative  authority  to  spend  specific  kinds  of  receipts.  After  the  GAA  is  loaded, 
departments  should  review  the  current  Estimated  Receipt  and  Receipt  Ceiling  amounts  loaded  on  MMARS  APR1 
screen  and  contact  their  Budget  Bureau  analyst  if  they  believe  an  adjustment  is  needed. 

If  the  ASTA  record  has  a  Receipt  Option  equal  to  "Y",  then  the  APR1  screen  should  show  an  amount  greater  than 
zero  in  the  Receipt  Ceiling  (and  possibly  in  the  Receipt  Floor  field,  as  well).  If  both  floor  and  ceiling  amounts 
are  zero,  revenues  deposited  will  not  update  the  account.  Ceilings  will  be  established  when  the  GAA  has  been 
passed. 

If  your  department  has  further  questions  regarding  retained  revenue  accounts,  please  contact  the  Accounting 
Bureau  at  CTR  before  a  deposit  is  made  to  one  of  these  accounts. 


CROSS  FISCAL  YEAR  RECEIVABLE  ISSUES 


For  departments  with  outstanding  FY94  receivable  balances  as  of  July  8,  1994,  those  amounts  will  be  carried 
forward  into  the  next  fiscal  year  (FY95)  and  will  remain  open  until  closed  out  by  a  transaction  referencing  the 
related  Receivable  Event  (RE).  The  open  receivable  amount  will  be  reflected  in  the  PRIOR  ACCRUED 
REVENUE  field  on  the  department's  FY95  Revenue  Budget  Table  (REVB). 

In  addition,  the  Open  Accrued  Revenue  Summary  (OARS)  table  provides  quick  access  to  multiple  year  revenue 
information. 

FY94  GAAP  receivable  reports  will  run  Friday  July  8,  1994.  Departments  can  process  RE,  RI  and  RD 
documents  through  that  date  to  correct  accounts  receivable  detail  balances  as  of  June  30,  1994.  These  balances 
will  be  audited.  Neither  the  FY94  REVB  nor  the  balances  in  the  GAAP  reports  will  change  to  reflect  FY95 
business. 


27 


REVENUE  BUDGETS 


FY  94/95  REVB  ACTIONS 


ROLL 

ROLL 

ROLL 

ROLL 

#1 

#2 

#3 

#4 

DATE:                              MAY  5,  1994 

JUNE  30,  1994 

JULY  8,  1994 

AFTER  GAA 
APPROVAL 

DESCRIPTION:             create  "approved" 

FY95  RBs  FOR  $0.00 
WITH  INACTIVE 
STATUS 

LOAD  "APPROVED" 
FY95  RBs  FOR  $0.00 
WITH  ACTIVE 
STATUS 

ROLL  FY94  PRIOR 
ACCRUED  PLUS  FY94 
CURRENT  ACCRUED 
TO  FY95  PRIOR 
ACCRUED  FOR 
A)  REVB 
.  B)  CUSF 

VERIFY  AND  EDIT 
APPROPRIATION 
INFORMATION 
REFERENCING  THE 
APPROVED  GAA 

BARS'  TABLES  CONTROLLED  BY  CTR 

Certain  BARS  tables  are  controlled  by  CTR:  Revenue  Options  Table  (ROPT),  Revenue  Options  2  Table 
(ROP2),  Revenue  Allocation  Table  (RALL),  Smart  Slip  Definition  Table  (SDEF),  Clearing  Account  Table 
(CLAC),  Collections  Control  Table  (CCTL),  Interdepartmental  Billing  Department  Contact  Table  (IBDC)  and 
Department  Revenue  Source  (DRSC).  These  Tables  will  be  rolled  into  FY95  if  no  changes  are  requested. 

Please  contact  Mary  Ann  Myers  at  ext.  422  with  questions  and/or  table  updates  for  BARS. 
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SECTION  7  GAAP,  FIXED  ASSETS,  AND  SPECIAL  HIGHER  EDUCATION  REPORTING 


GENERALLY  ACCEPTED  ACCOUNTING  PRINCIPLES  (GAAP) 


The  Commonwealth  has  issued  an  audited  Comprehensive  Annual  Financial  Report  (CAFR)  with  financial 
statements  prepared  according  to  Generally  Accepted  Accounting  Principles  (GAAP)  since  FY86.  Since  FY90, 
the  CAFR  received  an  unqualified  ("clean")  opinion  from  the  independent  auditors,  and  the  CAFRs  for  FY90 
through  FY92  have  been  awarded  the  Government  Finance  Officers  Association's  (GFOA)  Certificate  of 
Achievement  for  Excellence  in  Financial  Reporting.  The  FY93  CAFR  has  also  been  submitted  to  the  GFOA 
Certificate  of  Achievement  Program. 

These  GAAP  basis  CAFRs,  and  their  recognition  for  excellence,  are  increasingly  important  to  the  financial 
community  as  a  measure  of  the  Commonwealth's  fiscal  responsibility.  The  CAFR  depends  upon  individual  and 
Departmental  efforts  to  prepare  timely,  accurate  GAAP  reporting  packages. 

The  basic  FY94  departmental  GAAP  reporting  packages  will  be  issued  April  1 1,1994  and  are  due  back  to  CTR 
by  Friday,  August  5,  1994.  They  address  the  following  areas: 

Accounts  Receivable 

Compensated  Absences  -  Vacation  and  Sick  Leave  Buyback 

Operating  and  Capital  Leases  -  State  as  Lessee 

Assets  Held  in  Trust 

Materials  and  Supplies 

Encumbrance  management  practices  will  again  be  relied  upon  to  provide  the  basis  for  most  accounts  payable 
reporting.  Information  from  the  fixed  asset  subsystem  of  MMARS  will  also  be  relied  upon. 
Departments  which  prepare  GAAP  information  beyond  the  basic  GAAP  departmental  reporting  will  be  contacted 
individually  to  review  and  coordinate  FY94  special  GAAP  reporting. 

As  in  prior  years,  separate  GAAP  Instructions  will  be  published  to  provide  detailed  walk-throughs  of  procedures 
and  samples  of  forms/reports  to  be  used.  Major  points  of  emphasis  will  be: 

1).         Use  of  BARS  reports  to  support  analysis  of  accounts  receivable,  allowances  for  uncollectibles  and 
deferred  revenue.  Special  assistance  will  be  provided  to  departments  with  complicated  reporting  issues. 

2).  Timely  departmental  review  and  update  of  PMIS  and  CAPS  data  to  support  accurate  compilation  and 

audit  of  compensated  absence  accruals. 

3).  Focus  on  leases,  both  operating  and  capital,  including  TELPs,  to  ensure  the  accuracy  of  FY94  LO  data 

that  is  rolled  forward  to  create  FY95  LO  shells  on  May  16,1994. 

GAAP  concepts  and  due  dates  will  be  covered  in  Opening  and  Closing  training.  Question  and  answer  sessions 
have  been  scheduled  for  June  8,  1994  and  July  22,  1994  to  address  issues  that  arise  during  the  preparation 
process.  A  separate  training  session  on  the  specialized  reporting  requirements  of  the  Institutions  of  Higher 
Education  is  scheduled  for  June  9,  1994. 
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FIXED  ASSETS 


Departments  which  own  fixed  assets  are  responsible  for  the  recording  of  all  acquisitions,  betterments,  changes, 
transfers,  and  dispositions  for  GAAP  fixed  assets  i.e.,  buildings  and  equipment  with  an  original  cost  of 
$15,000.00  or  greater  and  all  land,  regardless  of  cost.  Please  refer  to  the  Fixed  Assets  User  Guide  for  additional 
information. 

-Departments  should  now  be  processing  all  their  FA,  FB,  and  FC  transactions  on  a  regular  basis. 

-The  FC  transaction  will  require  a  PEND5  approval.  Please  submit  copies  of  the  FC  document  with 
supporting  documentation  for  cost  changes  to  Frank  Cordon  at  CTR,  One  Ashburton  Place,  9th  Floor, 
Boston,  MA  02108,  by  August  5,  1994. 

-Instructions  on  the  Fixed  Asset  Disposition  and  on  the  Fixed  Asset  Transfer  documents  will  be  issued 
separately. 

-The  due  date  for  completing  all  FY94  Fixed  Asset  Transactions  is  August  5,  1994. 


SPECIAL  HIGHER  EDUCATION  REPORTING 


Statutory  Basis: 

In  FY94,  MMARS  detail  by  Institution  for  non-appropriated  funds  will  again  be  included  in  the  Commonwealth's 
Preliminary  Financial  Report  (Prelim)  and  Statutory  Basis  Financial  Report  (SBFR). 

To  meet  the  statutorily-required  Prelim  publication  date  of  September  15,  Institutions  must: 

Complete  the  MMARS  posting  of  FY94  statutory  basis  non-appropriated  receipts  and 
disbursements  by  July  29,1994.  From  the  close  of  period  12  on  July  8,  1994,  special 
coordination  with  CTR  will  be  required.  Departments  should  enter  transaction,  coded  with 
accounting  period  1294  and  quick  edit  until  the  only  error  message  is  "accounting  period  closed". 
Institutions  should  then  contact  Jeannine  Barry  for  final  processing. 

Post  statutory  basis  accounts  payable  to  MMARS  using  encumbrances  by  June  30; 

OR,   for  Institutions  not  using  encumbrances,  provide  supplemental   information  for 

statutory  accounts  payable  by  August  26. 

Shortly  after  the  Prelim  is  issued,  each  Institution  will  receive  a  set  of  the  MMARS  trial  balance  reports 
(RPT1 10H)  supporting  its  published  information.  These  will  provide  the  basis  for  final  reconciliation  between 
MMARS  non-appropriated  information  and  each  Institution's  internal  systems.  The  due  date  for  final 
reconciliations  is  September  30,1994. 

In  conjunction  with  the  Commonwealth's  FY93  single  audit,  staff  from  the  SAO  or  the  Commonwealth's 
independent  audit  firm  visited  several  Institutions  to  test  compliance  with  the  non-appropriated  funds  reporting 
requ1  ;ments.  Such  testing  will  be  included  within  the  FY94  audit  scope,  and  it  is  anticipated  that  these  on-site 
audits  will  occur  in  September  and  October  1994. 


30 


After  audit  adjustments  are  recorded  in  MMARS,  final  statutory  basis  trial  balance  reports  will  be  distributed 
to  the  Institutions  in  November.  They  will  also  provide  the  individual  Institution  detail  published  in  the 
Commonwealth's  FY94  SBFR. 

GAAP  Basis: 


In  the  FY93  CAFR,  for  the  first  time,  each  Institution's  non-appropriated  funds  information  was  combined  with 
its  appropriated  activity  for  reporting  in  accordance  with  the  AICPA  College  Guide  Model  (AICPA-GAAP)  as 
allowed  by  the  Governmental  Accounting  Standards  Board  (GASB)  Statement  No.  15,  Governmental  College 
and  University  Accounting  and  Reporting  Models. 

Most  of  the  information  related  to  appropriated  activity  for  the  AICPA-GAAP  format  is  already  covered  in  the 
basic  FY94  departmental  reporting  packages  due  August  5,1994.  Additional  information  will  be  covered  by  the 
Higher  Education  Supplement  to  be  issued  separately  with  complete  instructions.  Except  as  noted  below,  the 
supplemental  reporting  packages  are  due  September  30,1994  and  they  will  include  the  following: 

Accrued  Faculty  Salaries 

Sabbatical  Leave 

AICPA-GAAP  Conversion  Schedules 

Non-appropriated  Funds: 

Lease  Disclosure-  Commonwealth  as  Lessee  (due  August  26,1994) 
Accounts  Receivable 
Compensated  Absences 
Materials  and  Supplies 
Other  Accrued  Liabilities 
Unearned  Revenue  and  Student  Deposits 
Prepaids  and  Other  Assets 
Federal  Student  Loans 
Agency  Funds 
GASB#3  Disclosure  for  Deposits  and  Investments 

Schedule  of  Federal  Financial  Assistance: 

Guaranteed  Student  Loan  Disclosure 

When  prior  arrangements  have  been  made  with  CTR,  Institutions  issuing  audited  financial  statements  in 
accordance  with  AICPA-GAAP  may  use  those  financial  statements  in  place  of  some  of  the  required  GAAP 
information.  These  audited  financial  statements  must  be  issued  by  November  1,1994  with  a  clean  opinion.  The 
Institution  must  also  provide  a  reconciliation  from  MMARS  statutory  basis  information  to  the  audited  financials, 
and  separate  analysis  related  to  the  Schedule  of  Federal  Financial  Assistance. 
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APPENDIX  A 


CLOSING/OPENING  CHECKLIST 


APRIL/MAY  1994 


DATE 

APPRO/ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP,  FIXED 

ASSETS  AND 

SPECIAL 

HIGHER 

EDUCATION 

EARLY  APRIL: 

GAAP  DIST.  #  1 
RPT.  831 A    LEASE 
REPORT 

APRIL  1,  1994 

LAST  DAY  FOR 
NOPP 

APRIL  4,  1994 

LAST  DAY  FOR  RX 
INPUT  FORMS 

HIGHER  ED 
TRAINING-TRIAL 
BALANCE  AND 
RECONCILIATION 

APRIL  6,  1994 

OPEN/CLOSE 
MEETING  - 
FEDERAL 
RESERVE 
BUILDING  9-12 

OPEN/CLOSE 
MEETING  - 
FEDERAL  RESERVE 
BUILDING  9-12 

OPEN/CLOSE 
MEETING  - 
FEDERAL  RESERVE 
BUILDING  9-12 

OPEN/CLOSE 
MEETING  - 
FEDERAL 
RESERVE 
BUILDING  9-12 

OPEN/CLOSE 
MEETING  - 
FEDERAL  RESERVE 
BUILDING  9-12 

OPEN/CLOSE 
MEETING  - 
FEDERAL 
RESERVE 
BUILDING  9-12 

APRIL  12, 1994 

HIGHER  ED 
TRAINING-TRIAL 
BALANCE  AND 
RECONCILIATION 

MAY  2,  1994 

REFERENCE  & 
FINANCIAL 
TABLES  ROLL 
INTO  FY95 

FY94  ACCTS 
ROLL  TO  FY95 

CONFIRM 
SIGNATURE 
AUTHORIZATION 
PRIOR  TO  FY95 
BUSINESS 

MAY  5,  1994 

REVB  ROLL  #1 

MAY  9,  1994 

HOUSE  1  FULLY 
LOADED 

FIRST  DAY  TO 
PRE-ENCUMBER 
AND  ENCUMBER 
DR,  DS,  SR,  SC. 
LO,  IE.  AND  ISA 

MAY  13,  1994 

LAST  DAY  FOR  LO 
MODIFICATIONS 
FOR  OUTYEAR 
OBLIGATIONS 

FINAL  DAY  FOR 
LOANDRPT831A 
CORRECTIONS 
FIXED  ASSET 
GUIDANCE  MEMO 
ISSUED. 

MAY  14,  1994 

PMIS66/CAPS5T  AS 
OF  APRIL  30  TO 
DEPTS.  FOR 
VERIFICATION 

MAY  17,  1994 

SHELL  CREATION 
ROLL  (SR,  SC.  AND 
LO) 

MAY  27,  1994 

LAST  DAY  FOR 
AF29'S 

LAST  READY 
PYMNT.  CHECKS 
PRODUCED  FY94 

MAY  31,  1994 

RECONCILE  REPTS 
466C,  467A,  468A, 
469A,  430A  FOR 
MONTH  OF  APRIL 

JUNE  1994 


DATE 

APPRO  /ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP,  FIXED 

ASSETS  AND 

SPECIAL 

HIGHER 

EDUCATION 

JUNE  1994 

ON-SITE  AUDITS 
BEGIN 

JUNE  1,  1994 

ALL  PAYMENTS 
MUST  NOW 
REFERENCE 

ENCUMBRANCES 

JUNE  8, 1994 

GAAP  QUESTION 
AND  ANSWER 
SESSION 

JUNE  9, 1994 

HIGHER 

EDUCATION 

SUPPLEMENT 

TRAINING 

JUNE  15,  1994 

APPROVED 
CONTRACT  AND 
LEASE  ROLL 

DEADLINE  FOR 
POSTING  CAPS 
CONTRACTOR 
HOURS  ON  CPEH 

ALL  WRITE-OFF 
REQUESTS 
MUST  BE 

SUBMITTED  TO 
BARS  UNIT 

JUNE  16, 1994 

CAPS  EMPL.  & 
CONTRACTOR 
PAYROLL 
PROCESSED 

JUNE  17,  1994 

LAST  DAY  FOR  PD's 
IN  EXCESS  OF 

$1000.00 

LAST  DAY  FOR  SC's 
AND  PE's  FOR  BITA 

JUNE  24,  1994 

LAST  DAY  FOR 
PG's,  PD's,  AND  SP's 

JUNE  25,  1994 

PMIS.CAPS  & 
READY  PYMNT 
CONTRACTS  WITH 
START  DATE  OF 
7/1/94  DUE  AT  CTR 

RECONCILE 
REPTS  466C, 
467 A,  468A,  469A, 
430A  FOR 
MONTH  OF 
MAY 

JUNE  27,  1994 

RFs  GO  TO  PEND5 

PMISAA& 
CONTRACTOR 
PAYROLL  RUN 

RFs  GO  TO 
PEND5 

JUNE  30,  1994 

FY94  NEGATIVE 
BALANCES  MUST 
BE  RESOLVED 

FY94  FUNDED 
GOODS  &  SERVICES 
MUST  BE  RECEIVED 

LAST  DAY  FOR 
FY94 

ENCUMBRANCES 
NOT  PREVIOUSLY 
LISTED 

ALLFY94 

ADVANCES  MUST 
BE  ACCOUNTED 
FOR 

FINAL  PMIS& 

CAPS  FY94 

SPECIAL 

CONTRACTOR 

PAYROLLS 

PROCESSED 

DEADLINE  FOR 
PH  ENTRY  TO 
MMARSAND 
SUBMISSION  TO 
CTR 

DEPTS  SHOULD 

CONCLUDE 

PROCESSING 

PAYROLL 

REFUNDS  & 

RECEIPT 

VOUCHERS 

REVB  ROLL  #2 

JULY  1994 


DATE 

APPRO/ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT. 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP,  FIXED 

ASSETS  AND 

SPECIAL 

HIGHER 

EDUCATION 

JULY,  1994: 

ON-SITE  AUDITS 
CONTINUE 

EARLY  JULY 

1ST  AUTOMATED 
BF  FOR  ACCT. 
TYPES  02,  03,  04 

JULY  1,  1994 

THE  TOLERANCE 
FOR  ALL 
ENCUMBS.  WILL 
BE  SET  TO  0%  FOR 
ACCTS.  PAYABLE 
PYMNTS. 

FY94  IVs  GO  TO 
PEND5 

FY94  PVs  IN 
REJECT  MUST  BE 
CORRECTED 

PCRS  PHASE  II 
IMPLEMENTATION 
FOR  PMIS 
DEPARTMENTS 

VERIFY  ALL  CASH 
REC'D  BY  6/30  HAS 
BEEN  DEPOSITED 
AT  BANKS/TRE 

FINAL  DATE  TO 

ENTER  CD/CT, 

CB.ER. 

AR  ON  MMARS 

RE.RI.RD  REQUIRE 
PEND5  APPROVAL 

JULY  5,  1994 

AA  EMPL.  PMIS 
PAYROLL  SPLIT 
FOR  FY94  &  FY95 
PROCESSED 

1STFY95 
CONTRACTOR 
PAYROLL  FOR 
PMIS  PROCESSED 

JULY  7,  1994 

FY94  EA  DOCS. 
MUST  BE  AT  CTR 

JULY  8,  1994 

FY94PR 
TRANSACTIONS 
ON  SUSF  MUST  BE 
CORRECTED 

VERIFY  ALL  FY94 
AR.CB.ERs  HAVE 
BEEN  APPROVED 

FY94  RECEIVABLE 
REPTS.  RUN 

JULY  9,  1994 

RF's  NO  LONGER 
ON  PEND5 

REVB  ROLL  tfi 

FY94  RECEIVABLE 
BALANCES  ROLL 

JULY  10,  1994 

RE,  Rl,  RD,  RF  NO 
LONGER  REQUIRE 
PEND5  APPROVAL 

JULY  12,  1994 

AFTER  GAA 
APPROVAL 

REVB  ROLL  #4 

JULY  15,  1994 

FINAL 

CORRECTIONS  TO 
PMIS  PAYROLL 
DATA:  VAC,  SIC 
LEAVE 

PMIS66  RUN  FOR 
COMPENSATED 
ABSENCES 
REPORTING 

JULY  21,  1994 

AA  EMPLS.  CAPS 
PAYROLL  SPLIT 
FOR  FY94  &  FY95 
PROCESSED 

1ST  FY95 
CONTRACTOR 
PAYROLL  FOR 
CAPS  PROCESSED 

GAAP  QUESTION 
AND  ANSWER 
SESSION 

JULY  29,1994 

HIGHER 
EDUCATION 
COMPLETION  OF 
FY94  ACTIVITY 
THROUGH  JUNE 
30.1994 

AUGUST/SEPTEMBER  1994 


i              DATE 

APPRO/ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP,  FIXED 

ASSETS  AND 

SPECIAL 

HIGHER 

EDUCATION 

AUG.  5,  1994 

BASIC  FY94  DEPT 
RPTING  PKGS. 
DUE 

FINAL  FC 
TRANSACTIONS 
TOCTR 

COMPLETION  OF 
FY94  FIXED 
ASSETS  POSTING 

AUG.  12,  1994 

RECONCILE  REPTS 
466C,  467A,  468A, 
469 A,  430 A  FOR 
THE  MONTH  OF 
JUNE 

AUG.  15,  1994 

ALL  FINAL  FY94 
INVOICES  FROM 
VENDORS 

AUG.26,  1994 

HIGHER  ED  NON- 
APPROPRIATED 
FUNDS  LEASE 
REPORT  AND 
STATUTORY 
BASIS   ACCOUNTS 
PAYABLE  DUE 

AUG.31,  1994 

FINAL  FY94 
PYMNTS  TO 
VENDORS 
FINAL  DATE  FOR 
FY94  EX'S 

FINAL  FY94 

ACCOUNTS 

PAYABLE 

PAYROLL 

PROCESSED 

SEPT.  1,  1994 

LAPSE  FY94 
ENCUMBRANCES 

NO  FY94  PVs  WILL 
BE  PROCESSED 

IVs  OFF  PEND5 

SEPT.  15, 1994 

PRELIMINARY 
FINANCIAL 
REPORT 
PUBLISHED 

MID- 
SEPTEMBER, 
1994 

HIGHER  ED  110 
SERIES  REPORTS 
DISTRIBUTED 

SEPT.  30,  1994 

■ 

HIGHER  ED 

SUPPLEMENTAL 

GAAP  REPORTING 

PACKAGES  DUE 

FINAL 

RECONCILIATION 

OF  HIGHER 

EDUCATION 

INTERNAL 

SYSTEM' S  TO 

MMARS 

APPENDIX  B: 


List  of  Resource  and  Assistance  Persons  in  Office  of  the  Comptroller 
Telephone  Number:  (617)  727-5000 


Billing  and  Accounts 
Receivable  Subsystem  (BARS) 

Capital  Accounts 


Cash  Management/Central  Remit 

CMIA 

Contract  Management 

Settlements,  Judgements 
and  Deficiencies 


Mary  Ann  Myers        (ext.  422) 


Steve  Beatrice 
Eric  Dickstein 

Paul  Short 

Fred  Pagano 

Karel  Welch 


(ext.  252) 
(ext.  242) 

(ext.  419) 

(ext.  255) 

(ext.  316) 


Debbie  Chalmers        (ext.  258) 


Debt  Collection 


Terry  Heisler 


Disbursements  Management  (Payments)   Gabe  Campos 


Expenditure  of  Advances 
Expenditure  Classification 


Cliff  Burke 

Jacqueline 
Sanson-Kassis 


(ext.  435) 
(ext.  311) 
(ext.  269) 
(ext.  320) 


Expense  Budgets 


Federal  Grants 


Financial  Statements  and 
Annual  Reports 

Fixed  Assets 


GAAP  Issues 

Helpline:   CAPS/GAAP/MMARS 
PMIS 

Higher  Education  Reporting 


MMARS  Helpline      727-5995 


Kathie  Still 
Robert  McDonald 

Jake  Lorentz 


Frank  Conlon 
Eric  Dickstien 

John  Haran 


Jake  Lorentz 
Jeanine  Barry 


(ext.  247) 
(ext.  438) 

(ext.  450) 


(ext.  240) 
(ext.  242) 

(ext.  274) 

727-5995 
727-5000  (ext.  285) 

(ext.  450) 
(ext.  404) 


HR/CMS 


Al  Dente 


(ext.  222) 


Interdepartmental  Business: 
Chargebacks  Authorization 
ISA/Federal  Sub-Grants 

Transactions  -  ACs 
Transactions  -  IEs 

Transactions  -  IVs 


Jenny  Hedderman 
Michael  Weld 

Karel  Welch 
Marie  Fallon 
Sue  Patts-Nagy 
Cliff  Burke 


(ext.  218) 
(ext.  310) 

(ext.  316) 
(ext.  318) 
(ext.  322) 
(ext.  269) 


Key  Department  Contact  Updates 

Legal 

Production  Reports/ 
MMARS,  PHOBOS,  REPRINTS 


Judi  Burke 


Jenny  Hedderman 


(ext.  393) 
(ext.  218) 


Steve  Willett  (ext.  432) 

Michael  OToole        (ext.  229) 


Non-Tax  Revenue 


Terry  Heisler 


(ext.  435) 


Payroll  Management 


Mark  Fairbank  or       (ext.  340) 
Payroll  Unit  - 


PCRS 


Records  Management 
MMARS  Report  Development 


Revenue  Reconciliation 


Jodi  Dongoske 

Gabe  Campos 

William  Hardin 

John  Newell 
Tonv  D'Onofrio 


(ext.  205) 

(ext.  311) 

(ext.  394) 

(ext.  209) 
(ext.  248) 


Security  Unit 
MMARS/CAPS/BARS 
PMIS/PCRS 


Dept.  Assistance 
Bureau 


727-5000 

(ext.  293,  297  or  381) 


Signature  Authorization 
Single  Audit 


Carol  Gross 

Dave  LeBlanc 
Bill  Walsh 


(ext.  230) 

(ext.  292) 
(ext.  286) 


State/Federal  Sub-Grants 
To  Cities  and  Towns 


Michael  Weld 


(ext.  310) 


Suspense  File  Management 


Bill  Smith 


(ext.  355) 


Statewide  Tax  Reporting 
(1099  &  W2  Clearing  House) 

Tax  Reporting  W2  Forms 

TELP  Lease  Orders 

TELP  Lease  Payments 

Training 


Vendor  Administration 


Michael  OToole        (ext.  229) 


Denise  Descheneaux  (ext.  338) 


Karel  Welch 
Fred  Pagano 
Coleman  Kelly 
Gabe  Campos 


(ext.  316) 
(ext.  255) 
(ext.  287) 
(ext.  311) 


APPENDIX  C:   FY  95  OPENING 


TABLE  CHANGE  REQUEST  FORM 


TO:         Operations  Manager 

Office  of  the  Comptroller 

One  Ashburton  Place,  9th  Floor 

Boston,  Massachusetts  02108 


DATE: 


FROM: 


Name: 


Position: 


Dept/Organization: 


Phone: 


Table  to  be  Updated: 


Type  of  Update  Requested:   (Check  One) 

□       □      □ 

Addition        Deletion        Change 


Information  to  be  Added,  Deleted,  Changed: 


Justification: 


SIGNATURE: 


Department  Head  or  Authorized  Designee 


-(BOTTOM  SECTION  FOR  COMPTROLLERS  USE)- 


Logged  In  Date:      /      / 
Received  by  Bureau  Chief:      /      /  Name: 


Log#:_ 


Approved: 


Rejected: 


Table  Updated?  Yes 


No 


Comments: 


WILLIAM  KILMARTIN 
COMPTROLLER 


Offic&  of  tA&  (DOfnJtero//er- 


Phone  (617)  727-5000 
FAX  (617)  727-2163 


APPENDIX  D:  FY95  OPENING 


COMPTROLLER'S  MAILING  LIST  FORM 


Forward  completed  forms  to: 

Office  of  the  Comptroller 
Operations,  Payment/Vendor  Bureau  (ATTN:  Judi  Burke) 
One  Ashburton  Place,  Room  901 
Boston,  Massachusetts  02108 


Please  check  one  per  form: 

□  Department  Head    □  CAPS  Liaison  D  MMARS/CAPS  Security  D  Chief  Fiscal  Officer 

D  MMARS  Liaison    D  PMIS  Coordinator  D  PARIS  Security  Representative  D  Single  Audit  Liaison 

D  Legal  Counsel        D  GAAP  Liaison  D  Records  Coordinator 


Secretariat  Name: 
Name: 


Phone: 


(Last  Name) 


(First  Name) 


Address: 


City: 


Phone: 


(MI) 


EXT: 


.Zip: 


Requesting 
Department:. 


MMARS  Alpha  Code: 


Signature: 


Phone: 


Date:      /      / 


Department  Head  or  Authorized  Designee 


FY1995... 1995.. .1995.. .1995.. .1995.. 


TRANSMITTAL  FORM 


APPENDIX  E 


TO: 


Office  of  the  Comptroller 
Procurement  Unit 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


DATE: 


CONTACT: 


Contact  Person  for  questions  regarding  these  contracts 


Telephone  Number 


SUBSIDIARY/OBJECT  CODE: 


one  subsidiary  per  transmittal  form 


THESE  CONTRACTS  ARE: 


(CHECK  ONE  ONLY) 


PMIS 
CAPS 
HRMIS 

Ready  Payment 
Other 


TRANS  DEPT 


ORG 


7  DIGIT  ID  NUMBER         BATCH  ID 


Approved 

by  Comptroller 

onMMARS 

Yes  /  No 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

APPENDIX  F:   FY  95  OPENING 
ADVANCE  JUSTIFICATION  FORM 


TO:         ATTN:   Pre-Audit  and  Payment  Unit  DATE: 

Office  of  the  Comptroller 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 

FROM:    


(Department)  (Alpha  Code) 

This  justification  is  for  the  initial  Request  for  Advance  (RA).   Subsequent  modifications  for  this  appropriation,  subsidiary 
and  purpose  for  the  current  fiscal  year  do  not  require  a  Justification  Form. 

APPROPRIATION:  SUBSIDIARY:  

ANNUAL  PROJECTION AMOUNT  OF  THIS  REQUEST 


DYNAGASH  ACCOUNT  NUMBER:  BANK  ACCOUNT  NUMBER: 


ARE  CHECKS  PRODUCED:  MANUALLY?  Y  or  N 

AUTOMATICALLY  THROUGH  A  COMPUTERIZED  SYSTEM         Y  or  N 

OR  WIRE  TRANSFER:  Y  or  N 

HOW  MANY  CHECKS  (APPROXIMATELY)  ARE  PRODUCED  ANNUALLY?  

WHAT  IS  THE  FREQUENCY  OF  THE  CHECKS/WIRE  TRANSFER  PRODUCED:  WHEN  NEEDED 

DAILY 
WEEKLY 
MONTHLY 
OTHER 

APPROXIMATE  NUMBER  OF  RECIPIENTS/BENEFICIARIES:         

Narrative  Justification: 


Legal  Authority:   (When  applicable) 


This  Department  will  encumber  sufficient  funds  under  this  appropriation  and  subsidiary  to  cover  this  advance 
for  services/goods  to  be  received  this  Fiscal  year. 

SC: PO: 


Signature: Phone: Date:. 

Department  Head  or  Authorized  Designee 


APPENDIX  G:  FY9 5  OPENING 


REQUEST  FOR  APPROVAL  OF  "OPENORDER"  VENDOR  CODE 


THIS  REQUEST  MUST  BE  ATTACHED  TO  ALL  SC  OR  SM  DOCUMENTS  WITH  "OPENORDER" 
VENDOR  CODE  AND  FORWARDED  TO: 


Office  of  the  Comptroller 
ATTN:  Procurement  Unit 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


PAGE  1  OF  2 


REQUESTING  DEPARTMENT: 

Complete  Mailing  Address: 


Request  Comptroller  approval  to  establish  the  following  OPENORDER  Service  Contract  or  amend  a  Service  Contract: 

The  use  of  an  OPENORDER  vendor  code  is  NOT  considered  a  procurement  method.  "OPENORDER"  is  a 
vendor  code  that  allows  payment  to  multiple  contractors.  It  is  only  an  accounting  treatment  and  does  not  take  the 
place  of  a  procurement  method. 

A.  The  department  must  sign  a  contract  with  every  vendor  before  payment  is  made  against  this  OPENORDER 

vendor  code  transaction.  If  a  department  is  not  using  one  of  the  pre-approved  standard  contracts  (see  I.  on  the 
reverse  side),  attach  a  sample  copy  with  the  initial  request. 


B. 


SC  or  SM  Document  ID: 


TRANS 


DEPT 


ORG 


7  DIGIT  ID  NUMBER 


Object  Code 


D. 


Total  Dollar  Amount: 


$ 


E.  Estimated  number  of  vendors  per  year  to  be  paid  from  this  OPENORDER: 

F.  Estimated  average  payment  per  year  per  vendor:  $ 

G.  Justification  for  "OPENORDER"  and  reasons  why  an  MSA  cannot  be  utilized: 


H.  Explanation  of  Service  to  be  Provided: 


Standardized  "Form"  Contracts  for  SCs  with  "OPENORDER"  vendor  code. 


Check 
One 


-Commonwealth  Standard  Contract(short/medium/long) 
-Purchase  of  Service  Contract  -  Non-Individual 
-Purchase  of  Services  (Individuals) 
-Data  Processing  Service  Contract  -  Individual  (I) 
-Data  Processing  Service  Contract  -  Corporation  (C) 
.Other  Please  Specify 


Oversight 
Department 


ANF/CTR 
PGS 
PGS 
PGS 
PGS 


SIGNATURES: 

Person  to  contact  for  questions  (Print  Name) 
Date 

Telephone 

Department  Authorized  Signature 

Telephone 

Date 

Approval  of  Office  of  the  Comptroller 

Telephone 

Date 

G-2 


William  F.  Weld 
Governor 

lark  E.  Robinson 
Secretary 

more  Anderson  III 
i  Purchasing  Agent 


Uke  Commonwealth  of  fr/addachudett* 

Cxecutlue  Office  for  Administration  and  finance 

-Department  of  procurement  and  C/eneral  Serviced 

Une  ^Jtdhburton  Place,  Boston,   Wj^A   02108-1552 


APPENDIX  H 


DPGS  Memorandum  94  -10 


(617)727-7500 
Fax  (617)  727-4527 


TO: 

FROM: 
DATE: 
RE: 


Cabinet  Secretaries,  Agency  Heads,  Procurement  Officers,  Information 
Technology  Procurement  Coordinators  and  MMARS  Liaisons 

Philmore  Anderson,  III,  State  Purchasing  Agent 

March  4,  1 994 

Procurement  Instructions  for  FY' 94  Year  End  Closing 


To  assist  departments  with  the  annual  year  end  closing,  attached  please  find 
procurement  instructions  and  deadlines  for  FY' 94  year  end  closing.  These 
instructions  shall  apply  to  all  Commodity  and  Information  Technology  equipment 
procurements  being  made  with  FY'94  funds. 

Please  direct  any  questions  to  the  Department  of  Procurement  and  General 
Services.  For  Commodity  procurements,  please  contact  Ellen  L.  Phillips,  Director  of 
Commodities  and  General  Services  at  727-7500  extension  230,  and  with  regards 
to  Information  Technology  procurements,  contact  Harold  Fisher,  Acting  Director, 
Bureau  of  information  Technology  Acquisitions  (BITA)  at  727-7500  extension  325. 

Thank  you 


cc:       William  Kilmartin,  Comptroller 


Continuing  Accounts: 

Requisitions  pre-encumbered  against  continuing  accounts  will  be  processed  as  usual.  Every  effort 
will  be  made  by  DPGS  to  complete  these  procurements  and  require  delivery  prior  to  June  30,  1 994. 
Instructions  for  delivery  after  June  30,  1 994  for  continuing  accounts  only,  will  be  sent  out  under 
separate  cover. 

2.  Deadline  for  Department  Purchase  Orders  (PDs),  Price  Agreements  (PGs),   Departmental 

Information  Technology  (PEs)  and  Special  Purchases  (SPs): 

a.  PDs  in  excess  of  $1,000  must  be  entered  on  line  no  later  than  June  17,  1993. 

b.  All  PGs,  PDs  and  SPs  must  be  entered  on  line  no  later  than  June  24,  1993. 

Exception:  PDs  and  PGs  representing  purchases  for  Food  and  Pharmaceuticals  are  exempt  from 
the  above  cut-off  dates.  If  Food  and  Pharmaceutical  purchases  are  required  after 
the  cut-off  dates,  enter  the  PD  or  PG  on  line  and  request  an  override  from  the 
Director  of  Commodities,  DPGS  through  the  normal  override/approval  process. 

Note:  Departments  must  submit  to  the  Director  of  Commodities,  (utilizing  FY'94  funds),  a 

completed  "Delivery  Commitment  Form"  signed  by  the  vendor  when  the  contract 
stipulates  a  time  frame  for  delivery  of  goods  beyond  June  30,  1994.  The  form 
stipulates  that,  regardless  of  any  existing  contractual  obligations,  the  vendor  agrees 
to  make  delivery  of  goods  and  install  equipment  no  later  than  June  30,  1 994. 

The  Delivery  Equipment  Form  must  be  obtained  from  the  vendor  and  submitted  for  both  Price 
Agreements  (PG)  orders,  Department  Purchase  (PD)  orders,  Information  Technology  (PE)  orders  and 
the  Special  Purchase  (SP)  transaction  after  the  orders  have  been  entered  on  line. 

B.  INFORMATION  TECHNOLOGY  PROCUREMENTS 

1 .  Notice  of  Proposed  Procurements  (NOPP)  must  be  received  by  DPGS'  Bureau  of  Information 
Technology  Acquisition  (BITA)  no  later  than  April  25,  1994  for: 

Small  Purchases 

Blanket  Purchases 

Work  Orders  via  existing  contracts 

Maintenance  Services 

2.  Notice  of  Proposed  Procurements  (NOPP)  must  be  received  by  DPGS,  Bureau  of  Information 
Technology  Acquisitions  (BITA)  no  later  than  April  1,  1994  for  all  Request  For  Proposals 
(RFP's). 

3.  Notice  of  Proposed  Procurements  (NOPP)  must  be  received  by  DPGS'  Bureau  of  Information 
Technology  Acquisitions  (BITA)  no  later  than  May  2,  1994  for  all  Invitation  For  Bids  (IFBs). 

4.  AF-29s  must  be  received  by  BITA  no  later  than  May  27,  1994. 

5.  All  work  orders  and  associated  paperwork,  such  as  contracts,  must  be  received  no  later 
than  June  13,  1994. 

6.  All  orders  utilizing  the  BITA  automated  order  process,  e.g.,SC's  and  PE's,  must  be  received 
(with  associated  paperwork)  no  later  than  June  17,  1994. 


Department  of  Procurement  and  General  Services  Closing  Instructions 


In  preparation  for  the  FY'94  year  end  closing  and  in  order  to  insure  delivery  and  installation  of  all 
equipment  by  June  30,  1994,  the  following  procedures  and  deadlines  apply: 

A.  COMMODITY  PROCUREMENTS: 

1.  Deadline  for  Requisitions  (RX): 

a.  Requisitions  (RX)  must  be  entered  on  line  by  departments  no  later  than  March  25, 
1994. 

b.  RX  Input  Forms  and  specifications  (if  applicable)  must  be  received  by  DPGS  no  later 
than  April  4,  1994. 

c.  Requisitions  submitted  to  DPGS  after  the  deadline  will  not  be  accepted  for 
processing  unless  they  meet  the  requirements  for  an  Essential  Purchase,  (see  below 
for  definition).  Any  requisition  which  does  not  meet  the  definition  of  Essential 
Purchase  will  be  suspended  and  the  hard  copy  and  input  form  will  be  returned  to  the 
department. 

d.  Requisitions  suspended  on  line  prior  to  the  March  25,  1994  deadline  must  be  either 
cancelled  on  line  by  the  department  or  reinstated  on  line  by  DPGS.  Reinstatement  is 
contingent  upon  the  department  contacting  the  appropriate  DPGS  buying  unit, 
requesting  reinstatement  and  remedying  whatever  situation  caused  the  buyer  to 
suspend  the  requisition.  If  reinstatement  is  not  completed  by  the  deadline,  DPGS 
will  cancel  the  requisition  on  line. 

RX  EXCEPTION  PROCESS.  After  March  25,  1994,  DPGS  may  accept  requisitions  (RX)  pre- 
encumbered  against  continuing  accounts  and/or  if  the  purchase  meets  the  definition  of  an  Essential 
Purchase. 

Essential  Purchase: 

The  procurement  will  alleviate  a  threat  to  public  health,  welfare  and/or  lack  of  this  purchase  will 
materially  affect  the  operation  of  the  department.  The  requisition  must  be  accompanied  by 
supporting  documentation  in  the  form  of  a  letter  signed  by  the  department  head. 

If  the  department  feels  that  the  purchase  meets  either  condition,  it  must  perform  the  following 
steps: 


Step  1 :  Enter  the  Requisition  on  line. 

Step  2:  Submit  to  the  Director  of  Commodities,  DPGS  the  following  documentation: 

a.  Cover  letter:  specify  and  justify  the  exemption  sought. 

b.  RX  Input  Form  -  must  be  complete  -  include  specifications  and 
suggested  vendors. 

DPGS  will  review  this  material  and  determine  whether  or  not  to  accept  the  requisition  for 
processing.  Departments  will  be  notified  in  writing  if  their  request  has  been  rejected.  If  so, 
departments  must  cancel  the  requisition  on  line. 

Departments  will  be  notified  on  line  through  the  Extended  Purchasing  System  (EPS)  if  their  request 
is  approved. 


Note:  All    equipment    and    software    packages    (when    utilizing    FY*94   funds)    must   be 

delivered,  on  or  before  June  30,  1994.  If  a  work  order  is  submitted  for  equipment 
that  is  on  an  existing  contract  that  stipulates  a  time  frame  for  delivery  beyond  June 
30,  1994,  the  requestor  must  submit  to  the  Director  of  BITA,  DPGS  a  "Delivery 
Commitment  Form"  signed  by  the  contractor  specifying  that  the  delivery  date  will 
be  prior  to  June  30,  1 994.  The  form  must  be  submitted  with  the  work  order  and 
must  be  filled  out  in  its  entirety. 

FY*94.doc 
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APPENDIX    I 


1PGRS  Rules  Form 


"-""-""*•■""-■•-*" ..imim .,.,..... '■'■'•  i T iVili jIl'ij'i Ti'i'i n t'** * ■  1 1 1 i'iY'Ti'i * n ■_i_._^J_^_^J_^J_._,,. ...  .^. 

INSTRUCTIONS: 

Please  use  this  form  to  request  approval  of  all  Payroll  Cost  Reporting  System  (PCRS)  rules.  This 

form,  along  with  a  screen  print  of  each  online  rule  entered  in  PCRS,  and  a  copy  of  the 

appropriate  authorizing  language  for  each  rule  requested,  must  be  sent  to: 

Office  of  the  Comptroller,  Payroll  Unit?  1  Ashburton  Place?  Boston,  MA  02108. 


I  hereby  submit  the  attached  screen  prints  of  Payroll  Cost  Reporting  System  (PCRS)  edit  setting(s),  alternate 
account(s),  and/or  position  to  account  relationships,  along  with  supporting  documentation  from  the  current 
General  Appropriation  Act,  other  legislative  act,  or  authoritative  document,  for  approval  in  the  PCRS  rules 
subsystem.  In  doing  so,  I  affirm  that  the  entries  are  accurate  representations  of  this  department's  authorized 
payroll  account  management.  The  approval  of  these  Rules  will  enable  the  department  to  apply  payroll 
expenditures  to  correct  accounts  and  will  represent  accurate  and  true  payroll  costs  as  required  by  law.  The 
department  understands  that,  in  order  to  implement  these  rules  in  payroll  processing,  detailed  and  accurate  time 
sheets,  signed  by  an  authorized  signatory,  must  be  kept  on  file  at  the  department. 


> 


DEPARTMENT  HEAD  or  AUTHORIZED  DESIGNEE 
Signature : 


Date: 


Please  Print  Name: 


Department: 


Quantity 


Rule 


Account  Specific  Edit  Setting(s) 

Alternate  Account(s) 

Position  Account  Assignment  Rule  1  (one  position  to  multiple  accounts) 

Position  Account  Assignment  Rule  2  (payorg/account  to  multiple  accounts) 

Position  Account  Assignment  Rule  3  (position  account  to  multiple  accounts) 

Position  Account  Assignment  Rule  4  (any  position  to  any  account) 


CTR  Review 


<i«»iii»i.ii...»»»w*»fr 
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> 


Comptroller  Approval  : 


Date; 


Comments: 


> 


> 


> 


